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Office Memorandum ° UNITED STATES GOVERNMENT 
| a = 2 : 
| TO : Advisor tor Management —.. DATE: le January L951 
& 4 
FROM : (Gomptroller 
SUBJECT: Proposed Changes in Draft of CIA Regulation no 25X1A 
Attached hereto is draft of CIA Regulation No. ize with suggested 25X1A 
revisions and corrections noted thereon mde by this office. 
25X1A 


. Re SAUNDERS 


| 
| | 
2 , 
i eieted: & H 
| i | 
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Office Memorandum - » UNITED STATES GOVERNMENT 


TO : Management Olficer DATE: 21 August 1950 
FROM : Budget Officer 


SUBJECT: Central Intelligence Agency Regulation Number a. dated 1 November 25X1A 
1950 


1. leference ig made to your memorandum of ly, August 1950 
bo tue Chief, liscal Division, and 4 copy of the draft of Agency 
Regulation Number [which was provided the Budget Staff for in- 25X1A 
formation and review. 


2, Various items in the draft have been discussed with the 
Chief and Assistant Chief, Fiscal Division, Administrative Start, 
anda it is not considered necessary for this office to comment in 
detail on the various items which may be involved since the Chief, 
isgal Division, will present his suggestions ut an early date. It 
is desired, however, to briefly comment on two portions of the 
proposed vegulation. 


3. in view of the experience which has been gained since the 
original issuance of the requirements set forth in Section F 
(Allotments) on pase 27 of the regulation, and inesmuch as satis- 

factory information is now currently avuilable to both the Budget 
ataff and the Fiscal Division, it is suggested thet this section 
be eliminated. On the basis of procedures no specific requirenents 
with respect to allotments and obligations information need be set 
forth in an instruction. 


l. Section V, on page 28 of the proposed regulation, pertains 
bo the use of contidential funds by the Contact Division. This is 
ethe type of regulation and/or instruction which is not normally 

a furnished to individuals other than those who have an actual 
necessity for their use in day to day activities. If Section V is 

“’ included in the Regulation, it would be necessary that it be 
“presented to the General Accounting Office Site Auditors and other 
‘a v3 individuals throughout the Agency who have no actual need for the 


ca 7 instruction con tained therein and the disseminetion of the inrorma- 
Ni eS ie tion Would cause certain administrative and operational difficulties. 
Gs ek It, therefore, does not appear advisable that Section V be included 
v as part of the Regulation Number to the extent that it would be 25X1A 


Ry given the same distribution as a matter of normal action on the part 
of various Staffs and administrative offices. 


5. If it is considered necessary to hold a discussion on 
certain portions of the proposed regulation, a representative of 
this office would be pleased to attend. 


S 
E. R. SAUNDERS hs 


RESTRICTED w 
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1 March 1950 
HEMORANHUM FOR: Budget Offteer ; 
Personnel Diractor ee 
Hanaeament OffLear 
Chief, Special .iupport statr 
Chiel, Adminigtrative staff 
Canara Counsel 
SUDSINT t Accommodations for dependents in connection whith 
travel on Permanent Change of Station or Hone Leave 
Ordaxe 
REPRE t &. emo from Runcubive addrassed to Budgat Sica, 


Yorsomel UffLeor, and Services Officer s Subjects 
Payment of Traval. penser, dated 3 Auguat 1949 
le Reference “sa" is raselnded, 


Ze The intent of the regotndad polioy of 3 Ausust 1949 was to 
provide for the travel of dependents with the employer concerned in the 


- sas Pay nar: “ants Tn a a xt 
FRR re ARI epee stp ae EN RC RUS FN EP TE TO RE seen 


Siue or adjacent accoumodations shan both the employee and hig dopendenta 
were authorised to travel together. th was not Lutended to authorize an 


slection by the employes thet his fumily could travel by ether then the 


shorteat usually traveled route when adc tional expense to the Government 


would be oceasioned thereby, 


3e In omier to clarity this situatLony a reatatoment of policy 
La given below: ‘ 


travel expenses of dependents of employees in connection with 
permanent change of etation or home leave ig authorized and 
such dependants travel with tho etiployes by the mest economical 
usually traveled route, £1 reimbursement will ba made from 


& rR a \\ "It is the policy of this Agenay that where payment of 
Gk} 


ane 2BX1A 


official funds for ascavmedations which will enable the employes SS 
and hig dependents to be togather provided accommodations furmiah= oe 
ed are the lowest first clase facilities available on the meang of (°° ™ 


transportation usede 


\e. \ "In those cages where dependents Scconpany an employee on 
: other than the most economical waually traveled route, the 
difference in cost of transportation must be borne | by the 
employee." 
FOR THE DIRGOTOR OF CRVIRAL INTs LIOMNCR 
“SIGNED” 


NOT! TO MANAGMENT OFFICER: Incorporate eo 


; i j regulations when published. 
new olicy in new reg ohGs 
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MEMORANDUM FOR: Budget Officer i 


Personnel Director ad : , 
Management Officer Bal 
Chief, Special Support Staff ) fee 
Chief, Administrative Staff yw a? 
General Counsel y ee 

SUBJECT: Accommodations for dependents in connection with 
travel on Permanent Change of Station or Home Leave 
Orders 


REFERENCE: &. Memo from Executive addressed to Budget Officer, Personnel 
Officer, and Services Officer, subject: Payment of Travel. 
Expenses, dated 3 August 199. 

1. Reference "A" is rescinded. 

2. The intent of the rescinded policy of 4 August 1919 was to provide 
for the travel of dependents with the employee concerned in the same or 
adjacent accommodations when both the employee and his dependents were 
authorized to travel together. It was not intended to authorize an 
election by the employee that his family could truvel by other than the 
shortest usually traveled route when additional expense to the Government 
would be occasioned thereby. 

3. In order to clarify this situation, a restatement of policy is 
given below: 

"It is the policy of this Agency that where payment of travel 
in connection with permanent 
expenses of dependents of employees (to-points-outside-the-continertat 
change of station or 

Pntted-States-and- return-or-from-a-point-ebroad-to-the-tnited-states 

and-return-in-connection-with/ home leave is authorized and such 

dependents travel with the employee by the most economical usually f 

traveled route, full pose ssenent will be made from official funds fev 

eee 


available on the means of transportation used. 
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"In those cases where dependents accompany an employee on other 


than the most economicul usually traveled route, the difference in 


cost of transportation must be borne by the employee." 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Ce. Le We 


CONCURRED IN: 


eee AAR A CCRT 
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MEMORANDUM FOR: Budget Officer 
Personnel Director 
Management Officer 
Chief, “pecial Support Staff 
Chief, Administrative Staff 
General Counsel 


SUBJECT: Accommodations for dependents in connection with 
travel on Pemnanent Change of Station orders 


REFERENCE: as Memo from Executive addressed to Budget Officer, Personnel 
Officer, and Services Officer, subject: Payment of Travel 
Expenses, dated 3 August 19)9 

le. Reference "a" is rescinded. 

20 The intent of the rescinded policy of 3 August 199 was to provide 
for the travel of dependents with the employee concerned in the same or 
adjacent accommodations when both the employee and his dependents were 
authorized to travel together. It was not intended to authorize an 
election by the employee that his family could travel by other than the 
shortest usually traveled route when additional expense to the Government 
would be occasioned thereby. 

3. In order to clarify this situation, a restatement of policy is 
given below: 

"It is the policy of this Agency that where payment of travel 
expenses of dependents of employees to points outside the continental 
United States and retum.’is authorized and such dependents travel 
with the employee by the shortest usually traveled route, reimburse- 
ane will be made from official funds (Cor eG cotmodatdons Watch will 
enable the employee and his dependents to be together) provided suet 
accommodations are the lowest first class facilities available ‘on 


the means of transportation used. 
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"The policy relative to accommodations stated above will also 
be effective in those cases where dependents accompany an employee 
on transportation other than the shortest usually traveled route 
and the difference in cost of transportation as distinguished from 
the cost of accommodations is borne by the employee." 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


C. L. We 


eT 


x \ to Yow ‘on 


tla 
lle 


3 August 1949 


MEMORANDUM FOR: Budget Officer 
Persennel Officer 
Services Officer 


SUBJECT: Payment of Travel Expenses 


1. It is the policy of this Agency that where payment 
of travel expenses of dependents of employees to points outside 
the continental United States and return is suthorized, such 
dependents may, if the employee so elects, travel with the employes, 
provided thet the facilities used by the emplovee and dependents 
aro the lowest first class facilities available on the means of 
transportation used. 


Executive 


25X1A 
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Office Cmovandum + UNITED STATES GOVERNMENT 


TO > “Executive DATE: 20 February 1950 


FROM :  pudget Officer 


SUBJECT: Revision of the Policy Statement of 3 August 1949 Pertaining to 
the Furnishing of Travel Accomnodations to Dependents 


i. The proposed revision forwarded from your office on 
1 February 1950 has been redrafted in coordination with officials 
of the Administrative Staff and the Special Support Staff. The 
redraft which has been concurred in by appropriate representatives 
of the two staffs was composed with terminology to provide for 
home leave travel of dependents as well as all permanent change of 
station travel of dependents. It will also be noted that a slight . 
rewording has been effected in paragraph Z to provide for terminology 
reading substantially as that set forth in paragraph 9 of the 
Standardized Government Travel Regulations. 


2. The redraft showing evidence of the required concurrences 
and the papers forwarded from your office with your instructions 
of 14, February 1950 are attached. 
25X1A 
E. R. SAUNDERS 


Attachments 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 11 December 1950 
| FROM : Comptroller 
25X1A 
30 January 1950 
25X1A 


1. It is recommended that Administrative Instruction = 
subject - "Payment of Premiums or Cost of Surety Bonds", dated 
30 January 1950, be amended to agree with present organizational 
structure and Delegation of Authority signed by the Director under 


SUBJECT: Proposed Amendment to Administrative Instruction =a dated 
date of 1 December 1950. 
| 


2. his can be accomplished by deleting the following words in 
paragraph 3 of this Instruction: 


"The Chief, Administrative Staff, and the Chief, Special 
Support Staff, are ......!"! 


and inserting: 


"he Comptroller or Deputy Comptroller is .....! 


| | of B. R. SAUNDERS 
| ae 


25X1A «a 
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4 CONFIDENTIAL. 


Director of Training 


27 August 1952 


COMMENTS 


(2)(3) MD ¥) — ; 
ep-usaLu* ¥ fy ee 


Concur, suggesting that con- 
Sideration be given (before a regula~ 
tion is published) to allowing over- 
time pay and/or compensatory leave 
for time which the employee in train- 
ing is required by his supervisor to 
spend at his desk in continuing 
regular duties when such time (after 
being added to hours in training) is 
in excess of the regular hO hours. 


ePr 


BOs 

Concur with the Staff Study as 
amended, fas a studen 
FOR THE C/POS: 


29X1A 
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27 August 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT 


REFERENCE 


: Determination of Work Week Applicable to Personnel 
Assigned to Certain Training Facilities and/or 
Courses. 


: (a) Memorandum Staff Study 30 July 1952, same 
subject. 
(b) Memorandum 21 August 1952 from SA/DD(A) to 
D/TR, same subject. 


1. In order that proposed policy be clearly applicable to 
those receiving training and not applicable to those conducting 
training, it is recommended that sub-paragraphs (a), (b) and (c), 
paragraph 5, reference (a), be amended by inserting bracketed words 


as follows: 


(a) 


(b) 


(c) 


Attachments: 


Reference (a) and (b) 


Concurrence: 


hours spent /as a student/ in Agency~sponsored 
training activities shall be considered as 

working hours in determining whether an employee 
has worked the official work week of forty hours 
but may not be considered as working hours for 
purposes of overtime pay and/or compensatory leave. 


hours spent [as a student/in Agency=sponsored 
training activities may not be considered as work- 
ing hours for purposes of night differential. 


employees participating full time /as students/ in 
training activities sponsored by, but not controlled 
by, the Agency and who have been relieved of normal 
duties for that purpose, shall comply with the ap- 
plicable academic calendar and the laws of the 
jurisdiction in which located insofar as Holidays 

are concerned and in lieu of Legal Holidays otherwise 
applicable to employees. 


“HE 
Director of Training 


CONFIDENTIAL 
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GIVE hae 


2l August 1952 


MEMORANDUM FOR: Director of Training 


SUBJECT : Determination of Work Week Applicable to Personnel 
Assigned to Certain Training Facilities and/or Courses 


1. Attached are your memorandum dated 30 July on the same subject 
and a memorandum to the Office of Training from the General Counsel 
dated 1 August, which WW sent to me for my information. Please 25X1A 
note Mr. HE comments on the routing sheet of your memorandum. I 25X1A 
have discussed this briefly with him by phone, and he feels that he 
could not concur in your recommendations as presently made. He feels 
the recommended policy, though providing for exemption, is so worded as 
to be all-inclusive and would, therefore, create some serious morale 
problems with certain categories of individuals. 


2. Colonel White was not, and I am not, sure that your recommendations 
do not cover the situation adequately. However, in view of Mr. 25X1A 
comments, it-is suggested that you or someone from your Office discuss 
with him those types of cases he has in mind. If upon this review you feel 
that your present recommendations are still adequate, please return them 
with appropriate comments. If you feel revision is in order » it may be 
possible to have Mr. concurrence on the paper when you return 25X1A 
it to us. 


25X1A 
Special Assistant to 
Deputy Director 
(Administration) 
2 Att 
Att 1 - Memo to ADD/A from D/TR, 
30 Jul 52, same subject 
Att 2 - Memo to D/TR from Gen Coun, 
1 Aug 52, same subject | oe 
Ne 
LY 9] 
~ CONFIDENTIAL ® 


Security Information 
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30 July 1952 
MEMORANDUM FOR: Assistant Deputy Director (Administration) 
FROM : Director of Training 


SUBJECT : Determination of Work Week Applicable to Personnel 
Assigned to Certain Training Facilities and/or Coursese 


1. PROBLEM. 


To state Agency policy with regard to (a) Overtime 
Compensation, (b) Compensatory Leave, (c) Holiday Pay, and 
(d) Night Differential as applicable to employees participating 
in Agency-sponsored training activities, 


2. ASSUMPTIONS. 


(a) That even though Agency-sponsored training programs 
are authorized and conducted for the benefit of the Agency, the 
participating individual employee derives substantial personal 
benefits in return for which he should be exnected to spend 
whatever time is required to complete the course of study with 
maximum attainment. 


(b) That (1) applicable general statutes are permissive 
rather than mandatory, or, (2) that CIA is exempt from the pro= 
visions of such general statutes by virtue of the several organic 
acts applicable to it. (See Attachment A) 


3. FACTS BEARING ON TEE, PROBLEM. 


A. Employees are now participating in courses at various 
public and private institutions, both foreign and domestic, in 
addition to those conducted by the Agency at its own facilities. 


Some of the courses require full-time participation 
by employees with the result that the individuals are relieved 
of all normal duties and responsibilities during the period of 
training. 


Other courses require less than full- time participation 
and are undertaken partly during and partly outside official 
working hours or entirely in addition to normal duties and out- 
side official working hours. 


RB. Some Offices have requested overtime compensation for 


employees for hours spent in training in addition to normal 
duties. and outside official working hours. 


CONFIDENTIAL 


SiGURITY JAF URMATION 
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UC. One Office customarily authorizes overtime compensation 
for those of its employees who are students ina TR(S) course 
which revularly involves field problems extending beyond the 
normal official work day and work week. 


D. Current Agency policy is silent as to the problem here 
presented. See CIA Regulation 25X1A 


DISCUSSION. 


Training is provided to satisfy a wide variety of Agency 
requirements and can only be available under a wide variety of 
Conditions and circumstances. Thus, courses now conducted by 
the Agency at its own facilitdes or under its immediate control 
range from one half of a normal work day -- in the case of the 
Indoctrination Course given new employees -- to four weeks, of 
which two are spent in a twenty-four hour a day, seven days a 
week "field" problem, in the case of the Survival Course. 


Similarly, training sponsored by the Agency and con- 
ducted by public or private institutions is subject to infinite 
variety as to hours of attendance required, hours of study and 
research required, etc. Thus, as a practical matter, it is 
almost impossible to so administer the variables as to uchieve 
an exact forty-hour week made up of proportions of class time 
and study and suitable to the particular requirements of indi- 
vidual students. If overtime compensation should be encouraged, 
it would enrich the laggard but would be of little or no advantage 
to his more able fellow employee. 


CONCLUSTONS. 


Consistent with the objectives of Simplicity, efficiency, 
and equality of administration, Agency policy should be that 
re FE Ad 
(a) hours spent in Agency-sponsored training activities 
shall be considered as working hours in determining whether an 
employee has worked the official work week of forty hours but 
may not be considered as working hours for purposes of overtime 
pay and/or compensatory leave. 
aftind ond 
(b) hours spent”in Agency~sponsored training activities 
may not be considered as working hours for purposes of night 
differential. 
ghabewks 


(c) employees participating full time”in braining 
activities sponsored by, but not controlled by, the Agency and 
who have been relieved of normal duties for that purpose, shall 


g 
. 

Ie Tne 
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SECURITY 
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comply with the applicable academic calendar and the laws of 
the jurisdiction in which Located insofar as WoLlidays are con-= 
cerned and in lieu of, Vera Holidays otherwise applicable to 


empLloyeas . 
(d) requests for exception to these policies will be 
i \ forwarded through normal channels to the Pirector of Training 
a7 for recommendation and concurrence and to the Deputy Director 
(Administration) for approval. 


6. ACTION PECOMMENDED. 


Tt is recommended that rolicies proposed in Paragraph 5 
be adopted and that such policies be incornvorated into the CIA 
Regulations. 


Attachment A 
25X1A 


Concurrence: 


ACTION BY APPROVING AUTHORITY: 


Approved (disapproved), exceptions, if any. 


| Le Ke WHITH 
: Assistant Deputy Director 
j . (Administration) 
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General Counsel 1 July 1952 


Office of Training 


Determination of Work Week Applicable to Personnel Assigned to 
Certain Training Facilities and/or Courses 


Discussion Mr. ee May 1952 25X1A 


1. As you know, training activities of the Agency during the 
past year have increased in both scope and variety of facilities 
available. [Employees are now participating in.courses at various 
public and private institutions, both foreign and domestic. 


2- Some of the courses require full-time participation by 


- employees with the res¥Vlt that the individuals are relieved of all 


normal duties and responsibilities during the period of training. 
Other courses require less than full-time participation and are 
undertaken partly during normal official working hours and partly 
outside official working hours or entirely in addition to normal 
duties and outside official working hours. 


3. With regard to the latter categories, i.e., those courses 
which involve hours in excess of the work day and work week, there 
has been raised the question as to whether the overtime hours should 
be compensated at overtime rates. There is the further question of 
whether night differential is appropriate. 


lh. With regard to the former categories, i.e., those courses 
which require that no time be spent on normal duties and responsi- 
bilities of the employee's job, there are the inherent questions of 
(a) overtime rates for hours in excess of the normal work week or 
on Saturdays, (b) overtime rates for activity required and performed 
on Holidays not recognized by the institution to which assigned or 
by the jurisdiction in whcih located, and (c) whether to charge 
annual leave for days on which no activity is required because of 
local holiday not proclaimed as a Federal holiday or because of 
academic holiday. 


5. Gurrent Agency policy is silent as to these matters. See 


CIA Regulation 4 


Attachment A 


{a 
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6. It is proposed that these questions be resolved by policy 
end appropriate Agency regulation providing that (a) hours spent 
in Agency~sponsored training sctivities shall be considered as 
working hours in determining whether an employee hes worked the 
official work week of forty hours, but may not be considered as 
working hours for purposes of overtime pay and/or compensatory 
leave, (b) hours spent in Agency-sponsored training activities may 
not be considered as working hours for purposes of night differen~ 
tial, and (c) employees participating full time in Agency-sponsored 
training activities and who have been relieved of normal duties for 
that purpose shall. comply with the academic calendar and the laws 
of the jurisdiction in which located insofar as Holidays are con- 
cerned and in lieu of Legal Holidays otherwise applicable to employees. 


7. These policies may be adopted if it is determined that 
(a) applicable general laws are permissive rather than mandatory, 
or (b) that CIA is exempt from the provisions of such general laws 
by virtue of the several organic acts applicable to it. 


8. Your legal opinion with regard to (a) and (b) of the 
above paragraph is requested as soon as possible, since, in the 
absence of general policy, questions of overtime pay for time 
spent in Agency-sponsored training activities are not resolved 
uniformly by the several Offices. 


FOR THE DIRECTOR OF TRAINING: 


s/ 
25X1A 


Assistant 


1a 
to 
Ba) 
IH 
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| 27 August 1952 


MEMORANDUM FOR: Deputy Director (Administration) 
SUBIECT : Determination of Work Week Applicable to Personne? 
Assigned to Certain Training Facilities and/or 
Courses, 
RGF ERONOL : (a) Memorandum Staff Giudy 30 July 1952, same 
subject. 


(o) HWemorandum 21 August 1952 from SA/DD(A) to 
D/TR,. samc subject. 


1. In order that proposed policy be clearly applicable to 
those receiving training and not applicable to those conducting 
training, it is recommended that subparagraphs (a), (b) and (c), 
paragraph 5, reference (a), be amended by inserting bracketed words 
as follows: 


(a) hours spent fa as a student/ in Agency~sponsored 
training activities shall be considered as 
working hours in determining whether an employee 
has worked the official work week of forty hours 
but may not be considered as working hours for 
purposes of overtime pay and/or compensatory leave. 


(bo) hours spent fa as a student/in Agency -sponsored 
training activities may not be considered as work~- 
ing hours for purposes of night differential. 


(c) employees participating full time fas students/ in 
training activities sponsored by, but not controlled 
by, the Agency and who have been relieved of normal 
duties for ‘that purpose, shall comply with the ap- 
plicable academic caLendar and the laws of the 
jurisdiction in which located insofar as Holidays 
are concerned and in lieu of Legal Holidays otherwise 
applicable to employees, 


Attachments: Director of Training 
Reference (a) and (b) 
Concurrence: 
DB/P 
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Assistant Deputy Director (Administration) 2h November 1952 


Chief, 0 & M Service 


Proposed Revision of CIA Regulation No. | | Time, Leave and Pay aon 
1. There is attached hereto for approval and authority to 

publish proposed revision of paragraphs P, Q and R of CIA Regulation 

No. JJ Time, Leave and Pay. 25X1A 


2. The revision states the policy with regard to overtime 
compensation and compensatory leave, holiday pay, end night differential 
applicable to employees participating in Agency sponsored training 
activities and is based on the Staff Study submitted by the Director 
of Training and concurrcd in by the Assistant Director (Personnel), 
Comptroller and General Counsel. 


3. Since the added paragraphs (indicated by brackets) in the 
attached Regulation are identical to those in the Staff Study, the 


attached was recoordinated with the Comptroller and the Office of 
Training only. 


W. L. PEEL 


Attehs. 25X1A 
Proposed revision of CIA Reg. No. f= 
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Chief of Administration, Dp/P fe December 1.952 
Chief, Organization and Methods Service 
Proposed Revision of CIA Regulation no. 25X1A 


1. There is attached for your review the proposed revision 
of CIA Regulation No. J, Time, leave,and Pay. 25X1A 


2. This revision was proposed by the Assistant Director 
(Personnel) and incorporates the following changes ; 


& Supervisory aa sonata ‘by and authority for 
leave approval have been extended to include 
advance annual leave, maternity leave and 
leave without pay (not in excess of 12 months). 


b. The provisions of Section B(6) have been revised 
in accordance with the Thomas Rider which 
requires thet annual leave earned in one calendar 
year be used by 30 June of the following YeUl'» 


Be Procedures for approving military +raining Lea 
‘Have been simplified by eliminating Poe 
Office processing, The granting of this leave is 
essentially an“administrative matter requiring 
consideration of workload and related factors 
which are determined at. operating level. Present 
processing by Personnel Office is. mechanical, and 
a ° 


3e It will pe oppréciated, if you will return the sciohea: 
together with your’, concurrence or other comment » by 7 January 


1953. 
1. Le PEEL 
Attachment: 7 
Copy of Revision of % 
CIA Regulation No. rs . 25X1A 
a ee ee aie rr, oe 
‘ bs ee oa em i 
_ P| I | | 
nae ' wy seb 
4 a 
: es 
we JAN 2  s9K9 
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MisMORANDUM OR: Deputy Director (Administration) 


SUBJECT: Revision of Leave Regulation 


1. There is attached a proposed revision of CIA Regula ti or ill 25K 1A 
Sections A-J, Q and I, incorporating the following changes: 


ae Supervisory responsibility and authority for leave 
approval have been extended to include advance annual leave, 
maternity leave and leave without pay (not in excess of 12 
months). 


b. The provisions of Section 38(6) have been revised in 
accordance with the Thomas Rider which requires that annual 
leave earned in one calendar year be used by 30 June of’ the 
following year. 


Ce Procedures for approving military training leave 
have been simplified by eliminating Personnel Office processing. 
The granting of this leave is essentially an administrative mat- 
ter requiring consideration of workload and related factors 
which are determined at operating level. Present processing by 
Personnel Office is mechanical and time~consuming. 


2@.- Changes have been indicated by brackets. A few minor 
editorial changes have been included. 


25X1A 


Assistant Director (Personnel) 


Attachment 
- 25X1A Revision of Regulation 


(Concurrence) (Non—eoneurrence) 


Ob (95-2 
Date 


25X1A 


Sceurtly Informati; 


. a RESTRICTED JAN 2 1953 
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P. 


Normally, requests for leave balances should be made to the appropriate 
Administrative Officer, who will request the desired information from 
the Finance Office. 


Overtine and Compensatory Leave (For Approval see CIA Regulation No. = Z5X1A 


(1) Election by the employee to tuke leave in lieu of overtime compen 
sation (compensatory leave) shell be subject to the restrictions 
governing overtime and the provisions of this section, Once an 
election has been made and approved it may not be changed. 


(2) Overtime work shall be authorized and approved for whole hours. Pay~ 
rent will be computed for each whole hour of work, and leave in lieu of 
Overtime compensation will be recorded for each whole hour of work. 


(3) No officer or employee shall be paid, with respect to any pay period, 
basic salary plus additional compensation at a rate in excess of 
$10,330 per annum, Accordingly, compensatory leave cannot be granted 
in those instances where an employee would not be entitled to overtine 
conpensation. 


(4) Administrative controls governing compensatory leave will be established 
by each Office head based on policies stated below: 


(a) It must be taken Within the two pay periods immediately following 
the period in which earned, or forfeiture will result. 


(bo) Entries will be made on official Time and attendance Reports of 
all overtime or compensatory leave earned. 


(c) An adequate check system will be established to iusure that overtime 
was actually worked. 


L(5) Hours spent as a student in Agency-sponsored training activities shall be 


considered as working hours in determining whether an employee has worked 
the official work week of forty hours but may not be considered as 
working hours for purposes of vest ips ay and/or compensatory leave. 
Requests for exception to sggnbt Peleg will be forwarded through normal 
channels to the Director of Training for recommendation end concurrence 
and to the Deputy Dtrector (Administration) for approval, / 


Holidays 


(1) Work to be performed on a holiday for which holiday pay will be granted 
will be authorized, approved and paid in the same way @3 Overtime. An 
employee can be excused or paid holiday rates only for that portion of 
his tour of duty which actually falls within the 24 hour holiday period, 


not to exceed 8 hours, Compensatory leave cannot be 6ranted in lieu of 
holiday pay. 


-10~ 
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(2) The following days are established by law es Legal Holidays: 


| 1 January New Yearg ' Day 
| 22 February Washington's Birthday 
| 30 May Memorial Day 
| & July Independence Day 
| First Monday of September Labor Day 
| 12 Novenber Armistice Day 
Fourth Thursday of November Thanksgiving Day 
25 December Christmas 


(a) Whenever any of the above holidays fall on Sunday: 


(1) The following Monday will be officially observed as the 
holiday by employees whose regular workweek is Monday 
through Friday. 


(2) Sunday will be officially observed as the holiday by 
employees whose regular workweek includes Sunday, 


{b) When a Legal Holiday falls on other than Sunday, there will be 
no additional nonworkday wnless proclaimed by the President as 
indicated in (c) below. 


(c) Holiday provisions other than those specified by law are announced 
by Presidential Proclamation, and employees will be officially 
notified. 


£3) Employees participating full tine as students in training activities 
sponsored by, but not controlled by, the Agency and who havejrelieved 
of normal duties for that purpose, shall comply with the applicable 
academic calendar and the laws of the Jurisdiction in which located 
insofar as ee are concerned and in lieu of Legal Holidays 

: otherwise applicable to employees. Requests for exception to theese this 

policy potiaee will be forwarded through normal channels to the Director 

of Training for recommendation and concurrence and to the Deputy 
Director (idministration) for approval./ 


R. Night Differential 


(1) An additional 10 percent of an employee's base pay will be allowed 
for each whole hour of work performed between the hours of 6:00 P.M. 
and 6:00 A.M. (Standard, Daylight Saving, or other, depending upon 
time observed locally) when such hours fall within the employee's \ 
regularly scheduled tour of duty. Night differential cannot be ) 
Claimed for time used in obtaining meals. 


(2) Payment of night differential may be authorized for night work per- 
formed when an employee is temporarily assigned to a regularly scheduled 
tour of duty other than his own. Proper notations, in Bupport of such 
payments, must appear on the Time and Attendance Report, 


£ (3) Hours spent as a student in Agency-sponsored training activities may 
-11- | 
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not be considered as working hours for purposes of night differential. 
Requesta for exception to this policy will be forwarded through 
normal channels to the Director of Training for recommendation and 
concurrence and to the Deputy Director (Administration) for approval,,/ 


8. Terminal Pay 


Annual leave must be liquidated by a lump sum payment when an empi2ryee is 
separated from the Federal Service, 


POR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


Deputy Director Effective: 
(Administration) Rescind : Pages 10-11 of 
6 January 1952 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Assistant Deputy Director (Administration) DATE: 28 November 1952 
FROM : Chief, O & M Service 


SUBJECT: proposed Revision of CIA Regulation No. a. Trevel, 25X1A 


1. It has been recommended by the Assistant Director (Personnel) 
and the Comptroller that paragraph B of CIA Regulation No. JE be 25X1A 
revised by deleting the following sentence, "Armed Services personnel 
shall give the necessary data to the Military Personnel Division, 
Personnel Office, for the preparation of vouchers and submission to 
the Fiscal Division." The reasons stated for this deletion are: 


a. The Military Personnel Division is primarily interested 
in travel authorizations and travel performed by members of the 
Armed. Services, 


b. It is general governmental and CIA policy that an in- 
dividual traveler prepare his own travel claim. Assistance 
can be obtained from the traveler's administrative officer. 


ce Paragraph A(7)(b) of CIA Regulation No. QB provides  25X1A 
necessary information for the routing of military travel 25X1A 
authorizations. DD/P Notice No. dated 22 October 1952 
indicates the formalized procedures used to authorize travel 
and certify vouchers against allocated funds in the pp /P 
complex, 
2. Tt is recommended that the attached amendment be approved 
for publication. 
25X1A 
We Le. PEEL 
Attch 25X1A 


PYopesed revision of CIA Reg. vo. 7 
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20 November 1952 


MUMORANDUM FOR: Deputy Director (Administration) 


THRU : (1) Assistant Director (Personnel) 
| (2) Chief, Organization % Methods 
| FROM : Comptroller 
; 
SUBJECT : Correction of CIA Regulation al dated 25X1A 


| | 5 September 1952 


1. There is attached hereto an amended paragraph l. B. 
to subject Regulations which deletes the sentence "Armed 
Services personnel shall give the necessary data to the Military 
Personnel Division, Personnel Office, for the preparation of 
vouchers and submission to the Fiscal Division." 


2. It has always been general government and CIA policy 
that an individual traveler prepares his own travel claim. 
Assistance can bo obtained from the traveler's administrative 
officer, the Travel Section of the Fiscal Division or the 
Military Personnel Division, as appropriate. Though the 
Military Personnel Division is interested in travel performed 25X1A 
by members of the Armed Services, the CIA Regulations 
PP, A. (7) (b) provides necossary informative data through 
routing of travel orders. 


5. It is recommended that the attached amended regulation 


be approved as submitted. 
ae _ 


Be R. SAUNDERS 


| | anely 
: Attached: 


Amendment 
Ot fH 62 yas 
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m2 NOY 4952 
MEMORANDUM FOR: Comptroller 


SUBJECT: Correction of GIA Regulation J dated 25X1A 
5 September 1952 


REFERENCE: ae Paragraph 13, Regulation Numbe dated 
5 September 1952 25X1A 
be Paragraph 7(b), CIA Regulation dated 
26 February 1952 
ce DDP Notice MM dated 22 October 1952 25X1A 


1. Recommend deletion of that portion of Paragraph 13, Travel 
Accounts, CIA Regulation [JMl, which states "Armed Services personnel 25X1A 
shall give the necessary data to the Military Personnel Division - 
Personnel Office, for the preparation of vouchers and submission to 
the Fiscal Division". The Military Personnel Division is not in a 
position to prepare and submit vouchers. It is accepted practice 
for the Office to which an individual is assigned to prepare and certify 
such voucherse 


2e The Military Personnel Division is primarily interested in 
travel authorizations and travel performed by members of the Armed 
Services for determination of line of duty. This is covered by the 
portion of Agency regulations cited in reference (b). 


3e Reference (c) indicates the formalized procedure used to 
authorize travel and certify vouchers against allocated funds in the 
DD/P complexe 


25X1A 
W. H. H. MORRIS, JR. 
Assistant Director (Personnel) 
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) C. Per Diem 


cnG@)-(1) Except as otherwise provided in this ¥egulation, civilian 


yop ges A 


staff employees shall be authorized and paid per diem in 


: a | lieu of subsistence while in « travel status in the conti- 


é 7) nental United States in accordance with the provisions 
contained in the Standardized Government Travel Regulations 
and shall be authorized and paid per diem while in a travel 
status outside the continental United States in accordance 
with the provisions of the Foreign Service Travel Regula 
tions and Bureau of the Budget Circular A-7. 

(@) Military personnel (officers and enlisted men) shall 
normally receive the same rate of per diem as civilian 
staff employees when traveling under similar conditions. 

Per diem payments authorized for military personnel shall 

be in accordance with the provisions of the applicable 
regulations mentioned in paragraph C (a) iG kee and this 
regulation and/or the Joint Travel Regulations for the 
Uniformed Services, effective 1 April 1951. The Agency 
travel orders written to cover the travel of military person- 
nel shall specify in each case the basic regulation governing 


the travel and the rate(s) of per diem authorized. 


(8) For extended periods of temporary duty at the same post in the 
United States, the following schedule of maximum per diem rates 
shall apply: 


plies 
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@) Newly recruited civilian personnel and military officers 


without dependents, on temporary duty at Washington enroute 


to their firstilovers xs station, or placed on temporary 
duty ata cuit in wie United States other than Washington 
for training or other official purposes, may be authorized 
per diem not in excess of the following rates: 
The first 30 days @ $9.00 per day 
The next 90 days @ $h.50 per day 
The next 60 days @ $1.50 per day 
(2) Military enlisted personnel who are entitled to and are 
| being paid allowances for separate quarters and rations 
and who are on temporary duty at Washington enroute to 
their first overseas station, or placed on temporary duty 
at a point in the United States other than Washington for 
training or other official purposes, may be authorized a 
supplemental per diem by the Agency in accordance with the 
following schedule in order to bring the total allowance of 
enlisted men up to the rate of per diem which would be 


authorized for civilian employees serving under similar 


conditions: 

ah Single man living out and Agency per diem minus 

™ drawing separate military $.28 per day rations 
rations and quarters. and querters allowance. 


: “2~ 
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0 Married or single man Agency per diem minus 1/5 

“Living in barracks or for quarters furnished and 
other government quarters minus $2.57 per day rations 
and drawing separate mili-~ allowance, 


tary rations. 
ge Married man or single man Agency per diem minus $2.57 
with dependents living out per day rations allowance, 
and drawing separate rations. 
(8) All other personnel, regardless of dependency status, 
who are on authorized temporary duty in the United States 
may be authorized per diem not to exceed the following 
rates: 
The first 60 days @ $9.00 per day 
The next 60 days @ %6.00 per day 
The next 60 days @ 43.00 per day 
not 
(hy Absence of ten days or less shall/be considered as 
interrupting the continuity of temporary duty at the same 


post. 


®) The following rules shall apply respecting the authorization or 
payment of per diem to Agency civilian or military personnel 
who use U. 5, Government operated messing and billeting faci- 
lities while on temporary duty] at a post or posts: 
(4 Whenever personnel are in bie to temporary duty at a 
training site or similar installation for a relatively 


long period (15 days or more) and it is known that they 
a 
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will receive subsistence and lodging while at the site 


without cost, they will not be authorized a per diem. 

In such cases, the travel orders should stipulate that 
the individual is authorized per diem for the period 
spent enroute to and from the site and authorized actual 
subsistence and quarters while at the site. 

(By Whenever personnel are assigned to temporary duty at a 
training site or similar installation for a relatively 
long period. (15 days or more) and it is know that they 
will be required to pay for their meals and/or lodgings, 
they should be authorized a per diem while at the site, 
However, the rate of per diem authorized should be based 
upon the actual costs which the individuals would be re 
quired to pay for such meals and/or lodgings. 

(6) Personnel in a temporary duty status who use Government 
operated messing and billeting facilities intermittently 
and/or for short periods may be authorized an appropriate 
per diem up to the maximum allowable, In such cases, the 
individual shall psy to the Government facility such 
charges as may be levied for meals and/or quarters furnished 

: and claim reimbursement from the heoney for the full amount 
of per diem authorized. However, if the Government instal- 


lation furnishes meals and/or lodgings without cost, the 


ae 
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individual is required to make deductions on his travel 
reimbursement account for one-fifth of the rate of his 
per diem for each meal and/or lodging furnished without 
cost. 

())- Personnel traveling in areas where Government operated 
messing and billeting facilities are available to them 
are required to state on their travel reimbursement account 
that they did, or did not, use such facilities with or 
without cost. ; 

(A) Per diem rates provided by Standardized Government and Foreign 
Service Travel Regulations represent the maximum rates allow-— 
able, not the minimum, It is the responsibility of Agency 
officials authorized to issue travel orders to see that 
travel orders authorize only such per diem allowances as are 
justified by the circumstances surrounding the travel. Offi- 
cials authorized to issue travel orders will reduce the stip- 
ulated rates whenever available information indicates the maxi- 
mum rates will exceed the Huesiauniee official expenses, 

(8) Per diem in excess of the rates stipulated above for temporary 
duty in the United States, and per diem for continuous temporary 
duty in excess of 180 days either in the United States or over~ 
seas may be authorized only with the personal approval of the 


Deputy Director, Assistant Director; pr,Offiee-Head concerned. | 


“O5X1A 
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(NOTE: 
The present subparagraphs (c) and (d) of paragraph C of 


o5X1A CIA Regulation [J should remain unchanged in text, but 
would be renumbered as subparagraphs (f) and (g) following 


the above proposed revision.) 
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LO: Deputy Director (Adininist std on) 
wits CoupbroLler 


Lats Guhet, Gonoral Services 
eo) 


OU duc’: usbablishient of standard Por Diem Procedures 


| Le PUOMIM.=-'o provide a consistent policy end a standard procedure 
fovermins the authorisation end puyi.ent of ney diem in Lieu of 
| subsistence to stati enleyees of CTA, &s roquested by ADD/A 

| momo dated 22 pay L9b2, ablached hureto as PAT A. 


2. PACKS RSAREG OU TW PROMLEM.-the basic rerpulations coverninar 

the av. GibHd cath on and paymerb of per tthe in dieu of subsis- 
tence to U. 8. Government eivillian end wie bary personnel are 
23 Lollows: 


a. The Standardised Government Pravell Rerulations, which 
devine per «them, rerulcte the conditions under wrich 
it can be paid, prescribe methods of co! pubetion, and 
establish rnascLinam rates wailels may bea pold in the United 
States. 

be. Die foreisna Service “revel te vlations » and Sureau of 
. the “udeet Circular L-7, which vovern rites tnd peyuncnt 
OL pv diew to CLA euployees outside the Liiited otctes. 


Ce Joint Travel Re: uletions Yor the Uniformed Sec srvices 
ervective 1 April Ig ei, Walch cstenlish standards for 
ee of per diem bo miliite ry Vers Sonic wut elso 
wvovide that military personnel assimened to civilian 
eened es wey travel end recieve per diem, por the 
veculctions of such agencies whon the peyuents in- 
volved are equal to or in oxcess of those crpanted by 
the above mentioned military reruLlation. 


d. Vexrious Decisions of the Couptrolier Goneral al of tee 
United States, which modify or Linit, by interpreta- 


tion, the verlous regulations p. telning to the 
authorigation and paynent of “pee diem. 
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GLA shave omeloyees should be 
veeseribad by, ond within the 
wantloned reeulobions. Since 
ave available in pihiated form 


the per dton dn tien of svleisbence wibhoriaed and paid to 


hu accouvdance with the standards 
inci rates seb by the above 
aLb of the above rorulebions 

for necessary distribution within 


the Arency there apnears to be no necessity vor physically re- 
producing and incorporatins them into the Apeney repuditions, 
except by reference. 


DISCUSSION. --Attached hereto as TA is a proposed CIA rovulation 


inthe forms of om ouendinent to CLA Reruiation | | Pie purcose 
of this proposed remitetion ist har erence tile busic reruletions 
foverning bee paynent of por diem bo all CTA areloyees, and to 
make specie proviston or establish specific Lind betions fover- 
ning the payrent of per diem to certein erovps or catersorics 

of employees. In drafting the proposed reruletion an attempt 
was ude to combine therein the provisions already adopted in 
practice under the following listed reewlations >» ofrecuents, 

and iemorend: presently in existence: 


a. ftbuched as TAR C is a copy of the present CIA Re culetion 
MB Perecveph C, which sets forth the maximum per diem 
whieh may be poid to employees servine continuousl; in 
a TDY status at the sare post in the United States, 


b. Attached os TAD D is aiwmo duted Ll duly 199 which wes 
concurred in by O80, CPC, Personnel, end jinence, which 
provides waxiinu relbes of por dien whieh mer be paid to 
new eiployees while engaed in training und indoctrina~ 
tion dutics in weshington or at other points in the 
United States before proceeding to their vermmient over- 


Seas stations. Iv will be noted that the rates prescribed 


in TAS D arc in some cases less than the maximum allowed 
by the present CIA Rerulation ; | Althourh TA? D was 
never formally incorporated into the CIA regulations it 
has been nore or less consistently applied with respect 
to per diem payments made from unvouchered funds to new 


bor 


employees hired ‘by the covert offices for overseas CWwoy 


c. Attached as TAH i is copy of a memo roleased by the 
Military Personnel Division prescribing rates of per 
diem for various categories of enlisted nilitary person- 
nel while they are in a TDY status in Washington en route 
to permanent overseas assignments. 


d. Attached as TAB I are copies of various memoranda and 
instructions pertaining to the establishment of per diem 
and/or the fumishing of quarters and subsistence for 


enployees assicned to the 
Centers. pe 


formation 
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CLA nooo Tow lll PARAGRAPH C, (a) AND (b) Z5X1A 
C. Per Diem and Mileace 
(a) Per diem and mileare rates provided under existing Laws and 
rerulations represent the maximum allowable. Officials 
authorized to issue brevel orders will reduce the stipulated 
rates whenever available informetion indicates that the 
maximum rates will exceed the necessary of ficial breveling 
exmenses. 
| (o) Por extended periods of temporary duty at the same post in 
| the United States, normally the following schedule of maxcimm 
rates shall apply: 
| First 60 days $59 600 
| Second 60 days 6.00 
| Third 60 deys 3.00 
al 
Absence of ten days or less shall not be considered as 
interrupting the continuity of temporary dirty at the same 
post. 
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SUTECT: wstablishment of Uniform Policies and Netes Lor the Payinent 
of Subsistence Per Diem fron Confidential Funds 


1. General 
Pursuant to the provisions of Prolic Law 92 and CIA Administrative 


Instuction No. “rour concurrence is requested to the adoption of the 
followins uniform per diem policies and rates: 


2, Rates to be Paid 


a. Employees in Washington on TDY enroute from place of residence 
(shere hired) to nermenent overseas posts shall be avthorized per diem at the 
followings rates: 


Employees with Dependents Employees without Dependents 
60 days @ $9.00 per day 30 days @ $9.00 per day 
60 days @ 6.00 per day 90 days & 4.50 per day 
60 days @ 3.00 por day 60 days @ 1.50 ner day 


No per diem will be arthorigzed ot reves in excess of the above or for period 
in excess of 120 days of continuous domicile in Washineton, D. C.3 except 
upon the specific approvel of the Assistant Director and after review of the 
extenuatine conditions warrantine further per diem payments. 


b. Employees in washington on ‘DY enroute from old overseas posts 
to new overseas posts; employees on officiel TDY in ‘lashington who are to 
return to their official stations abroad; end employees stationed in the 
United States who are on TDY at points in the United States away from their 
official sbetion, shall be authorized per diem at the following rates mthout 
regard to dependency status: 


60 days & 19.00 
60 days & 6,00 
60 days @ 3.00 


No per diem will be authorized at rates in excess of the above or for periods 
in excess of 180 days continucus domicile at eny one point in the Tnited 
States, except upon the specific approval of the Assistant Director and after 
review of the extenuating conditions warranting further per diem payments. 


c. Employees in a travel status outside tire United States shall 
be authorized per diem at the maxinum rates provided for in Bureau of the 
Budget Circular A-7 at the various points visited on TOY. Maximum per diem 
rates will be authori g ean continuous TDY status at any one overseas point 
for a period of 60 dash Y ildast Loden? pot diem will be authorized after review 
by the Assistant Diregtgr : 
} une pS 


. 


. Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


29X1A 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


a SREY 


' aay Ava 
Security Wark: 


3, Special subsistence occasioned by the nature of the temporary duty 
performed which reduces the subsistence cost of individuals will be considered 
by recommending and authoriging officials with tho view toward the reduction 
of the unicorn rates to an amount not in excess of thal required to meet the 
necessary oficial travel expenses under the circumstences. 


25X1A 


Covert Deputy Budvet Officer 


Concur: 
~~ ADSO 
ADPG 
CPB - 
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Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington 25, D. C, 


13 June 1952 
MEMORANDUM TO: Operating Divisions 
FROM : Military Personnel Division 
SUBJECT : Payment of Per Diem to Enlisted Military Personnel 


lL. Agency military personnel are stationed PCS Washington in the 
military sense, regardless of actual location, The Agency therefore pre« 
viously authorized the payment of per diem to military officers temporarily 
in the Washington area pending. overseas shipment. Requests for payment of 
per diem to enlisted military personnel have been disapproved on the ground 
that these personnel draw military allowances for rations and quarters. 


@. In order to insure equal treatment for enlisted military personnel, 
it has been decided that a differential between Agency per diem and the mili« 
tary allowances can be paid to enlisted men who otherwise meet the require- 
ments for payment of Agency per diem. This: determination has been approved 
by the Office of the General Counsel, Personnel Director, Chief, Finance 
Division, and Chief, Military Personnel Divisione 


‘3. Theprogedure to be followed will be similar.to that currently os 
use for military officers, Individual memorandum requests will ‘be submite 
ted by the operating division to the Chief, Finance Division, through the 
Chief, Military Personnel Divisions: An .extra’ copy Should be included, 
marked for return to the operating division. This copy will sérve the’ twos’ 
fold: purpose of informing the division of the approval’ or disapproval $f the 
request’ and also of showing the’ division the,conrect dates’ahd'category * 
(see paragraph ) to be used in préparation: of the vouchers, - The vouchers 
can be submitted directly. to, the Finance Division, but should not be sube 
mitted. until the memorandum, requesting per diem has been approved by the 
Military Personnel: Division, :It should be noted that this procedure refers 
only to' those cases where per diem is requested on military personnel’ terme: 
porarily in Washington pending overseas transfer. 


he The following schedule of payments is‘ authorized for cnlisted men, 
This schedule is. furnished for ‘information only} .as the Military’ Personnel 
Division will determine .theproper category from the individual's pay 
records at the-timo' of -approval,,.. 


dls 


OS Gi yaaa CARR oc by gp RE ers See 
‘ae: Single man living out ek eney per diem minus 
"and drawing separate si 28 per day rations 
military rations and and quarters allowance. 
quarters, 
aie ain 
CONFIDENTIAL’ 
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. CONFID:NTIAL 
COMPTROLLER —- S&H Apfopyetion RECEIyen 
Jui 27 ro Ad's? MST Uae ayo Mus 123 9 pu ees 
b. Married or single man Agency ner rear ni Sutil vg 
living in barracks or : 1/5 for quarte CE DIvés Sos 
other government quar~ nished and minus ..,2.57 
ters and dratring sepae per day rations allowances 
rate military rations. 
c,. Married manor single _ _Ageney per diem minus 
 man'with . dependents 2057 per day rations 
-living out and drawing allowance. 


separate rations. 


Se ‘Since pay records are not: available on personnel no longer in the 
Washington area, no retroactive claims can. be BepEoveds Military Personnel 
will approve claims only £ from a June 52.: 


Bc 6. It.is roquested eoane these memorandums be submitted as soon as ° 
possible after the arrival of the individual in the Jashington area, This 
will allow a determination of the proper payment while the pay ‘records are’ 
still available, and will lessen the chance of: ee personnel tenselng: 
sane debts while ‘awaiting overseas shipments 


Te ducstions: regarding this procedure may be directed to the Personne) 
Branch of: this Division on extension 2735 or 665, 


25X1A 


. Lieutenant Colonel, USAF . 
Doputy Chief, Mil Pers Div 


ne -° CONFIDENTIAL | 
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OCCHTILY Information 


13 May 1952 


Chief, Military Personnel Division 
Personiel Director 


Payrenl of Per Diem to Enlisted Militery Personiel 


le Your meniorandun of 18 April 1952 requests authorization 
for payment of per diem allowance to enlisted personnel stationed 
tenporarily in Washineton pending overseas assi miment » 


é6 The authority Lor the present practice of pwrine per die 
to officers with PCS! order to Washineton, avaitinr oversees assipne 25X1A 
ment, is Confidential Funds Rerulation ts pararYaph a. This sane 
authority may be used for per diem payments to enlisted personnel so 
assipned-exce.t that the rgations and quart-rs allowance Cited in 
your henorarnduta are not considered part of the basic remunedratsoi,,. 


3. ‘Therefore, 1t is determined t het a differential allowance 
Yrepresentine the difference betwean the enlisted allowance cited and 


the Aceney ner diem may be peid enlisted ssrsoancl stationed tenpora~ 
rily in Veshinerton availing overseas assirnvent, 


h. This differential allowance will he subject to standard 
service resulations for reductio:s by reason of rovernrent quarters 
furnished, and to CIA Re mulation BBB end other applicable rerulae 
tions on payment of per diem. 


25X1A 


GEORGE BE, METIOU 


APPROVED: 


25X1A 
OFFTCER OF GEN, COUNSEL 


: ~ t Vv 
“ vty : fa 
“ iw By 3 
nO. TY 
be atgee ky 
kag dy a) 


Bg 


MOCUIY abarinatlar 
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18 April 1952 


Personne], Directcr, 200 North uildinre 
Chiet, Military Personne Division 
r) 


Payrent of Per Dicw to Lnlisted Military Personnc}. 


1. This Division has recently been recvested to acurove the 
payvnent of per diem to enlisted wen ascirned to the Arency. In ad= 
dition to several. specific resvests, ve have received a leiter from 
FR requostine that these payients in fenerel be a:thorised, The ree 
quests point out that pur diem is authorised for civilians and 
wllitary officers in the sane or like situations. It is also pointed 
out that many cnlisted ee suffer Minancial. hardship while 
temporarily stationed in the Vashington area prior to overscas ship- 
ment » 


2 Present volicy allows the naynent of por dien to military 
officers assiened PCS Washington for a short period pendins overseas 
assirnment. ‘The arency, in these cases, considers the wilitary PCS 
as TDY in nature. This Division has disapproved requests for payment 
of per diem to enlisted personnel, as these personuel draw soxie bype 
of military allowance. If they have no dependents, for exayple, MDP 
places then on a separate military rations and quarters allowance 
totallins 4112.50 per month. Generally speakine, the enlisted san 
draws around 3.75 per day, while the civilians and officers draw 
89.00. The military servi ne have deemed this allowance adequate; 
however, the adequacy of 3.75 per day inthe Washington area is open 
to question, 


3 In view of the possible hardship suffered by <nlisted 
personnel, it is requested that this Division ve authorized to approve 
a differential allowance between the enlisted wants milita ary allowance 

ae the rverular Agsney per diem. 


25X1A 


Golonel, USAP 
ee Wilitary Personnel Div. 


" 


Suaurny tn he 
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20 May 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : ae - Mess Facilities 


REFERENCE : (a) "Delegation of Authority" dated 17 December 
1851, from Deputy Director (Administration) 


295X1A 


(b) Project Review Committee Action to equip 
and maintain QM} dated 51 January 1952 25X1A 


(c) "Funds for Operation, FY52", dated 18 March 1951, 
for Comptroller 


1. PROBLEM 


To establish and maintain mess facilities et 25X1A 


for the following categories of personnel: 


; ey 
a Students (On TDY 25X1A 


be Enlisted personnel not on separate rations 


c. Commissioned and enlisted personnel on separate 
rations 


d. Civilian personnel (TIDY 
25X1A 
@. Civilian personnel (PCS 
2. FACTS BEARING ON THE PROBLEM 


ae Reference (b) above authorizes mess facilities 
be constructed and equipped [x 25X1A 


be Reference (c) above approved expenditure of funds 
for rations during June (FY52); 225 rations per day, 
30 days, @ $1.50 each ration, total allocation 
$10,125. Adequate estimates are included in FY53 
budget for rations on the basis of anticipated 
student load during FY55. Estimates will be 
revised at the time FY54 estimates are submitted. 
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25X1A 
o. Students on TDY ae ... training purposes 


| would ordinarily be entitled to a per diem allowance; 
however, it is proposed that rations and quarters be 
furnished to them in lieu of such allowances. 


ad. Enlisted personnel not on separate rations are 
entitled to rations without charge 


@. All other categories listed above ordinarily are 
required to pay an established rate for all meals 
consumer”. 


5. DISCUSSION 


The following are some of the principal factors to be 
considered in determining the type of mess facilities to be estab-~ 
lished in order to best sorve tthe needs of the categories of 
personnel indicated in paragraph #1: 


a Students receiving quarters and rations in lieu of 
per diem will contribute no financial support to the 
operation of the mess. 


b. Enlisted personnel not on separate rations will 
contribute no financial support to the operation of 
the mess. 


ce Frequent training operations requiring field mess 
facilities will create abnormal costs for which 
contributing employees could not be expected to paye 
Because of these operations 14 rations each student 
per day is required, 


d. In the absence of a comparable experience factor 
as a basis, it is estimated the direct cost of 
operation of a government operated mess will 
approximate $10,000 monthly or $120,000 annually. 
However, this direct cost will be pax bially off-set 
by savings affected administratively by students 

..' being furnished meals and quarters in lieu of a 

25X1A per diem payment. Fluctuation of student load aad 
=i ration charge will alter this cost. 


4. CONCLUSION 


After full consideration and discussion with representatives 
of the Finance Division of all the aspects of the problem, it is 
believed that the establishment of a government operated mess is the 
most practical and efficient means of solving the messing requirements 


25X1A ERMA. 2 
aQeao 


| 
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5. ACTION RECOMMENDED 


a a re or ie a ee ne aL 


Approval to establish and maintain a government operated 
moss aa in accordence with the attached plan. 


1. Attachment 


MEE Yose Pin 


CONCURRENCE: 


/s/ 
eneral Counsel 


5 
Asst. Comptroller 


[sf 
nspection & Sécurity 


Distribution: 
1 = General Counsel 
1 = Comptroller 
- Inspection & Security 
- D/OTR 


EMP RP 
i 
Bf 
<< 
B 
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td 
3 
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bg 


MATTHEW BAIRD 
Director of Training 


APPROVED: 


Deputy Director (Administration) 


Date 


age 
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MESS PLAN 


le RATIONS 


2e COLLECTIONS 


Cash collections for meals consumed will be made from 
all personnel except students and enlisted personnel not on 
separate rations, for whom proper indentification will be issued. 
Cash registers with tapes will be utilized for controlling 
collections. 


Se RATES 


Tentatively the cherge per meal will be approximately 
$.50 based on ration cost and consideration of prevailing 
comparable services BBE varies from $1.30 to $1.50 each). 
Rates will be subject to change by the Area Commandant on the 
basis of experience factor after a reasonable period of operation. 


4. DISPOSITION OF CASH COLLECTIONS 
For the interim period of operation, cash collections for 


meals will be scheduled monthly to the Finance Division for deposit 
to Miscellaneous Receipts. 
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| Personnel Director 
i 


THRU : Military Personnel Division 


Administrative Procedure for Military Personnel Attending School 


| Reference: Memorandum 1 Jue Subicct: Administrative Procedure, 
| 


1. Paragraph 1(g) of referenced memorandum authorizes 
quarters be furnished trainees at a rate of 60 cents per day 
and meals provided at a rate of $2.00 per day. 


2. Enlisted military personnel with no dependents are paid 

a monetary allowance in lieu of rations and quarters in accord— 

25X1A ance with AR J where military facilities are not available 
to provide these requirements in kind. The enlisted men on duty 


With the Agency are paid the proper allowances at the end of each 
month, : 


3. Therefore » it is recommended that enlisted personnel in 

a training status at your training center be charged for quarters 

and rations at the rates indicated above, and that collection be 

made from each individual immediately after each monthly pay day. 

25X1A lh. This action has been discussed as a matter of policy 

With My [of Finance Division 9 & copy of this memorandum 
being sent to him for informa tion. 


25X1A 
= Col., USAF 


Chief, Military Personnel Division 
RCL/prm 
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MEMORANDUM FOR: Comptroller 16 July 52 
FROM : Chief, General Services 
SUBJECT : Establishment of Standard Per Dien Procedures 


25X1A 


As a result of a meeting 1) July 52 between : Comptroller's . 
Office and Mr. BEB) this office, the following vecot ev Lons are submitted 95x1A 
for Tab "DB" of the attached staff study on the above subject: 


a. That the per diem rates in pararraph 0(b)(1) read: 

"The first 30 days @ 39.00 per day 
The next 90 days @ 3.50 per day 
The next 60 days @ '}1.50 per day" 

b, That the per diem rates in paragraph C(b)(3) read: 

"The first 60 days @ $9.00 per day 
The next 60 days @ ‘86.00 per day 
The next 60 days @ {33.00 per day'! 

c. That paragraph C(c)(1) be antmended to read: 

"Whenever personnel are assimmed to temporary duty at a 
training site or similar installation for a relatively Long 
period (15 days or more) and..." 

ad. That paragraph C(c)(2) be antmended to read: 

"ihenever personnel are assigned to temporary duty at a 

training site or similar installation for a relatively 


long period (15 days or more) and. . .!! 


25X1A 


The obsve changes hove beey boode 14 bdr 


0” the dott of the presased poscedure App 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 11 Decenber 1950 


FROM : Comptroller 


SUBJECT: Proposed Amendment to Administrative Instruction i 25X1A 
dated 6 January 1950 


1, It is recommended that Administrative Instruction J  25x1a 
subject - "Travel, Allowances and Related Expenses", under date of 
6 January 1950, be amended to provide plane accommodations for 
children under two years of age in cases involving undue hardship 
on parents. 


e. This. can be accomplished by adding the following section 
to paragragh 1: 


"i, Plane accomodations for children Under Two Years of Age. 


In cases of undue hardship on parents incurred in the 
holding of children under two years of age on long journeys, 
seat accommodations will be furnished the children if desired 
by the traveler and set forth in the Request for Travel Order. 
The approval of a request by the initiating office will be 
deemed a certificate of necessity." 


B&B. R. SAUNDERS 


RESTRICTED 


{ 
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CENTRAL INTELLIGENCE AGENCY REGULATION a 


1. TRAVEL (See Regulation No Qa 5X1 A 


A. Travel and Related Items 


Security Information 


Travel and transportation expenses, and expenses incident thereto, including those 
incurred in the movement of dependents, household goods and personal effects, may 
be paid to or on behalf of employees in accordance with the provisions of Public 
Law 600 - 79th Congress, Public Law 92 - 8lst Congress, Public Law 830 - 8lst 
Congress Agency and other appropriate legislation, regulations issued thereunder. 
the Standardized Government Travel Regulations, the Foreign Service Regulations. 
and as specified in Agency Regulations. 


B. Travel Accounts 


Travel vouchers must be submitted to the Fiscal Division upon completion of each 
trip or at the end of each calendar month in case of extended travel. Vouchers 
for travel authorized by Chiefs of overseas Missions shall be submitted to the 
appropriate Mission official for processing. Armed Services personnel shall give 
the necessary data to the Military Personnel Division, Personnel Office, for the 
preparation of vouchers and submission to the Fiscal Division. Copies or regu- 
lations pertaining to travel may be obtained from the Fiscal Division in addition 
to advice as to the preparation and submission of vouchers. 


C. Per Diem and Mileage 


(a) Per diem and mileage rates provided under existing laws and regulations rep- 
resent the maximum allowable. Officials authorized to issue travel orders 
will reduce the stipulated rates whenever available information indicates 
that the maximum rates will exceed the necessary official traveling expenses. 


(b) For extended periods of temporary duty at the same post in the United States, 
normally the following schedule of maximum rates shall apply: 


First 60 days - $9.00 
Second 60 days - 6.00 
Third 60 days a 3.00 


Absence of ten days or less shall not be considered as interrupting the 
continuity of temporary duty at the same post. 


[(¢) An individual employed for overseas duty from a point outside the metro- 
politan area of Washington, D. C, may be authorized, in the order directing 
= 
A 
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his travel, a per diem in lieu of subsistence at the rates provided in 
paragraph C.(b), above, while he is in a temporary duty status in 
Washington, D. C., or any other point in the United States except the 
place of appointment, provided that: 


(L) (a) The Agency has notified the individual in writing that his 
appointment is for overseas duty, and has secured from the 
appointee, in writing, an agreement to accept overseas assign- 
ment. If this agreement does not designate a specific over- 
seas post it must show that the appointee has agreed without 
reservation to accept employment at any overseas post to which 
he may be assigned. 


(b) A statement is placed in the Travel Authorization specifying 
the intent of the Agency to assign the individual to an over- 
seas post upon completion.of temporary duty in the United 
States. The point of overseas duty must be specified when 
travel expenses are to be paid from vouchered funds. When 
utilizing unvouchered funds, the general area to which the 
individual will be assigned may be indicated. 


(2) The individual will not be required to refund any per diem previously 

~ paid to him in accordance with Agency regulations if the original in- 
tent of the Agency should change while the individual is in a temporary 
duty status in the United States and it is decided that he will be 
assigned to a departmental position; or, if he resigns under circum- 
stunces considered by the Assistant Director (Personnel) or his designee 
to be in the best interests of the Agency. If either of these occurs 
the individual will be notified immediately and the Office concerned 
will amend the individual's travel order to stop per diem accruals 
effective as of that date. 


(3) An individual who, for personal reasons not considered by the Assistant 

~ Director (Personnel) or his designee to be in the best interest of the 
Agency, resigns before accepting overseas assignment, or an individual 
who refuses for personal reasons to accept overseas assignment, after 
having initially agreed to do so, will be required to refund any amounts 
paid to him for per diem and his travel expenses to his point of temporary 
duty while in a temporary duty status on the assumption that he would 
accept an overseas assignment. 


[ (a) Per diem payable to an employee incident to temporary duty travel abroad and 
to him and his immediate family/ incident to travel abroad on permanent 
change of station, home leave, or travel to first post of duty, and return 


therefrom, shall be in accordance with applicable provisions of the Foreign 
Service Regulations. 
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(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel 
with the employee by the most economical usually traveled route, full 
reimbursement will be made from official funds for accommodations 
which will enable the employees and his dependents to be together 
provided accommodations furnished are the lowest first-class facil- 
ities available on the means of transportation used. 


(2) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route, the difference in cost of trans- 
portation must be borne by the employee. 


Local Personnel 


Personnel including natives and foreign nationals hired locally by Chiefs of 
Missions normally will receive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities. Employment documents or contracts for services 
must set forth the details of the arrangement in each case. 


25X1A 


29X1A 


eputy Director Effective: 
(Administra¥ion) Rescind : Pages 1 - 2 Poet 
1 April 1951 
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Ay ; 


MEMORANDUM 1): Deputy Director (Administration) O5X1A 


SUBJECT: sails of CIA Regulation No. = Travel 


1. The attached revision of CIA Regulation vo incorporates the 25X1A 
following changes: 


(a) Paragraph C(c) has been added to provide for payment of per 
diem to new employees while on temporary duty in the United States. 


(b) The former paragraph C(c) has been relettered C(d) and has 
been revised to simplify the preparation of Travel Orders. 


(c) Paragraph D, Local Personnel, except for the phrase "including 
natives and foreign nationals" is the same as paragraph C. in CIA Regu- 
lation No. mez This paragraph will be deleted from Regulation No. 25X1A 
MMM 25 soon as other pending revisions have been coordinated. 25X1A 


2. Coordination has been effected as follows: 


General Counsel OPC 
Comptroller OSO 
Auditor 00 
Personnel Commo 


Admin. Services 


(a) The General Counsel commented on the revision of payment of per 
diem in lieu of subsistence (l(a), above) and recommended addition of a 
statement to the effect that Travel Orders should specify the point of 
overseas duty in most instances. Such a statement has been added and 
coordinated with the General Counsel, 00, OSO, OPC and Commo by telephone. 


(c) Comments received from Personnel, Administrative Services, Auditor 
and 00 were made for purposes of clarification and have been included in 
the attached without further coordination. 


3. Recommend approval. 


( 


25X1A 


visor for Management 


Attchs. ye 


ne wip EP PERTTI 
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1. TRAVEL (See Regulation No. 


Ri 
; 


A. Travel and Related Items 
Travel and transportation expenses, and expenses incident thereto, including 


those incurred in the movement of dependents, household goods and personal 


| 


effects, may be paid to or on behalf of employees in accordance with the pro- 
visions of Public Law 600 - 79th Congress, Public Law 92 ~ 8lst Congress, 
Public Law 830 - 8lst Congress, Agency and other appropriate legislation, 
regulations issued thereunder, the Standardized Government Travel Regulations, 
the Foreign Service Regulations, and as specified in Agency Regulations. 

B. Travel Accounts 


Travel vouchers must be submitted to the Fiscal Division upon completion of 


each trip or at the end of each calendar month in case of extended travel. 
Voucners for travel authorized by Chiefs of overseas Missions shall be sub- 
mitted to the appropriate Mission official for processing. Armed Services 
personnel shall give the necessary data to the Military Personnel Division, 
Personnel Office, for the preparation of vouchers and submission to the 
Fiscal Division. Copies or regulations pertaining to travel may be obtained 
| | from the Fiscal Division in addition to advice as to the preparation and sub- 
mission of vouchers. 
C. Per Diem and Mileage 
(a) Per diem and mileage rates provided under existing laws and regulations 
represent the maximum allowable. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever available information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses. 
(b>) For extended periods of temporary duty at the same post in the United 
States, normally the following schedule of maximum rates shall apply; 


; First 60 days - $9.00 


4 
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Second 60 days - $6.00 
Third 60 days - 3,00 


Absence of ten days or less shall not be considered ac interrupting the 
» continuity of temporary duty at the same post, 
a be Per diem payable to an employee incident to temporary duty travel abroad 
and to him and his immediate family/incident to travel abroad on permanent 
' change of station, home leave, or travel to first post of duty, and re- 
turn therefrom, shall be in accordance with applicable provisions of the 
Foreign Service Regulations, 
(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel 
with the employee by the most economical usually traveled route, full 
reimbursement will be made from official funds for accommodations 
which will enable the employees and his dependents to be together 
provided accommodations furnished are the lowest first-class facil- 
ities available on the means of transportation used. 
(2) In those cases where dependents accompany an employee on other than the 
most economical usually traveled route, the difference in cost of 
transportation must be oe by the employee. 


25X1A 
I do (ne) concur in the revision of Regulation a. Travel. 


29X1A 


=Dea 
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Office Memorandum + onrrep states GOVERNMENT 
1951 


TO : Advisor for Management pate: NOV ¢ 


FROM :; Office of the General Counsel ILLEGIB 


| 


SUBJECT: Revision of CIA Regulation, ctrave1 Bol 


1. We would like to see Section (C)(c)(1)(b) circun~4NA 
scribed to obviate some of the doubts that the Comptroller 
General might have about the sufficiency of the phrase, "Spec- 
ifying the intent of the Agency to assign an individual to an 
overseas post." Travel Authorizations should specify the 
point of overseas duty in all instances save where the em— 
ployee is a technician usable at various posts depending upon > 
the need at the time he is: cleared, such as those going into 
a communications pool. 


} 2» Without some limitation the phrase is subject to 

4 abuse and might be used as a possible device for bringing the 

H employee to Washington, expenses paid, and then losing "intent" 
to ship him overseas. 


3. Section (C)(c)(3) might be amended to include for 
the purpose of clarity the following, "and his travel expenses 
i. to his point of temporary duty" after "will be required to re- 


fyi fund any amounts paid to him for per diem." This is covered 5X41 A 
ea by Regulation but the two could be tied together in the 
regulation under consideration without undue duplication. 
25X1A 


OGC/NLE/MeD 
Distribution: ; 
Orig - Add a 
1 - Uhrono 
lL = Subj 


vt 
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The point of overseas duty must be specified when travel expenses are 
to be paid from vouchered funds. When utilizing unvouchered funds, the general 


area to which the individual will be assigned may be indicated. 


The above statement cleared by telephone, 14 November 1951 » with the 


| 


following: 
Oso - 
00 - 
OPC - 25X1A 
Commo 
GC - Mr. Houston 
/ i} 
j 
. 
{ 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO 
FROM 


SUBJECT: 


Advisor for Management DATE: = 1 5 NOV 195f 

Assistant Director for Communications 

Revision of CIA Regulation fl, Travel 25X1A 

sae albpaaaee cel proposed revision of CIA Regulation lee | 25X1A 
This revision should clarify, and by means of the procedures 


outlined, eliminate the controversy and confusion relating to 
per diem problems, 


29X1A 


Maw 26 Bd! 


NO. on ‘O51 
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sere SNES Y LODO a NAR OO MPORTINTD PR AOOPRE I TONIELE the ARMOIRES seaniegea err eane 


. PRAVEL (See Rezulation } — 
a tAVICT ( “ue davculat Ye 25X1A 


A. éreveb and celated Ttems 


rely 


Travel and crangportation oxupenses anu expergas incident thereto, ineLuding 


those ingurind in the movement of dependents household qoods aul pereongl 


ehPoeiws may ba pald to or on behel? of oemployces in aeeordanece with che YO» 
Vasieng or Publie how Os ~ YL th Congessa, Yuolie Law 2 - let Congress. | 
Cubiac Law oR « Jet Uomseaa Agony and other appropeileoue Lasisdacs er. 
Te RIBLIOnSs 4 wets ed therewider the Standardized vevexcnient Travel, Rega lLec. ou | 
the Maseigy Uervies Reswiationa, gad as specivied im Awene 3 Rue si aus. 
BRB. Yravel mecounts 
(ravel vouchers ugh be submituwd to the Piseal Division upos couplation of 
COON 25 ob or at thy ahd oF uaeh calsordar gonth io cage of ancendud travel. 
Vouchosg tor ureved authoriaed ty Chistes of oversuas Missions shall be sub. 
Bthat tO ole: @pprau Glo Misuion offieial for procegsine. Armed Sexvicus 
yrouithd shall give the neaessary daca to the Militery forgormal Division 
| Perec, Orfiac. vor tha powperation of vouchers cud eubmiseion Ww the 
Fiseal Division. Coples or regulations pertaining to travel aay ba cbieined 
from the Fiseal Division in additien to adviee as to the preparation and sub- 
mission of vouchers, 
G. Per Diem and Mileaze 
(2) Per diem and mileage rates provided under existing lews and regulations 
fepresent the maximum @llowable, Officials authorized to issue travel 
osdiers will reduce the stipulated rates whene nevyor avaliable information 
indicates that the maximum vetes will exceed the necessary official 
traveling expenses. 
(o) For extended periods of temporary duty at the gamt post in the United 
States, normally the following schedule of maximum rates shall apply: 


‘ Piret GG days - $9.60 
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Second 60 daya ~- $6.00 
Third 60 days =~ 3.00 


Absence of ten days or less shalt not be considered as interrupting the 

(D continuity of temporary duty at the same post. 

Z (7) Per diem payable to an employee incident to tenporary duty travel abroad 
and to him and his immediate fomily/ineident to travel abroad on permanent 
change of station, home leave, or travel to first poot of duty, and re- 
tum therefrom, shell be in accordance with oppliceble provisions of the 
Yorelgn Service Regulations. 

(1) It is the policy of this Agency that where payment of travel expenses 
of dependents of ouployees is authorized ang cuceh dependents travel 
with the employee by the most economicel usually traveled route, full 
reimbursement will be made from official funds for ccommodations 
which will enable the employees ang hig dependents to be together 
provided accommodations furnished are the lowest first-class facile 
‘ities available on the mans of transportation used. 

“(By In those cases where dependents accompany an enployee on other than the 


most econcmical usually traveled route, the difference in cost of 


trausportation must be borne by the employee. 


25X1A I do (GBR) concur in the revision of Reguletiollilll, Travel. ~~ 


25X1A 
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C. 


Per Diem and Mileage 
(a) Same 
(b) Same 
[(¢) An individual employed for overseus duty from a point outside the 
metropolitan area of pees D. C. may be authorized, in the order 
directing his travel, pa diem in lieu of subsistence while he is in 
a temporary duty status in Washington, D. C., or any other point in 
the U. S. except the place of appointment, provided that: 
(1) (2) The Agency has notified the individual dinewmbtémg that 
his appointment is for overseas duty, and has secured from 
the appointee, tucwriting, an agreement to accept @® over- 
seas assignment. If this agreement does not designate a 
specific overseas post it must show that the appointee has 
agreed without reservation to accept employment at any over- 
seas post to which he may be assigned. 
(b) A statement is placed in the Travel Authorization specifying 
the intent of the Agency to assign the:individual to = 
overseas post upon completion of temporary duty in the U. S. 
(2) The individual will not be required to refund any per diem 
previously paid to him in accordance with Agency regulations if 
the original intent of the Agency should change while the individual 
is in a temporary duty status in the U. S. and it is decided that 
he will be assigned to a departmental position; or, he will resign 
fez B under circumstances considered by the Assistant Director (Personnel) 
“or ude) designee to be in the best interests of the Agency. if 


fy ¢ , 4 


sither of "thee occurs the individual will be notified inmediately 


my 


(. fly 


and the eNesks concerned will amend the individual's travel order 


@-le 
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to stop per diem accruals effective as of that date. 

(3) An individual who resigns for personal reasons before accepting 
wm overseas assignment, or an individual who refuses for personal 
reasons to accept am overseas assignment, after having initially 
agreed to do so, will be required to refund any amounts paid to 
him for per diem while in a temporary duty status on the assumption 
that he would accept an overseas assignment. 7 

D. Local Personnel . 
Personnel [including natives and foreign nationals/ hired locally by Chiefs of 
Missions normally will receive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities. Employment documents or contracts for services 


must set forth the details of the arrangement in each case. 


I do <@) concur with the above changes in CIA Regulation dy 25X1A 


29X1A 
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25X1A 
1. TRAVEL (See Regulation No 
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raveal and Related Itema 

iravel and transportation expenses, and expenses incident thereto, ineluding 
those incurred in the movement of dependents household goods and personal 
effects may be paid to or on behal? of employees in accordance with the pro- 
visions of Public Law 000 - 7th Congreas, Public Law .2 - dlst Congress, 
Public Law O30 ~ clot Congress aAgeney and other appropriate legislation, 
revulaviong issued thergunder the Standardized Goverument Travel Regulations. 
the Forelgn Serviee Segulettons, and ws specified in Agency Keszuletions. 
travel Accounts 

Pravel vouchers must be submitted to the Piseal Division upon completion of 
each trip or G& the end of each calendar sonth tn case of extended travel. 
Vouchers Lor travel authorized by Chiei's of overseas Missions shall be sub- 


mitted to the appropriate Miscion official for processing. Armed Services 


personnel shall give the necessary data to the Militery Personnel Division 

Persomel Gifice Yor the preparation oF vouchers and submission to the 

fiscal Division. Copies or regulations pertaining to travel may be obtained 

from the Fiscal Division in addition to advice as to the preparation and sub- 

mission of vouchers. 

Per Diem end Mileage 

(a2) Per diem and mileage rates provided under existing eer and regulations 
represent the maximum alloweble. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever evaileble information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses. 

(b) For extended periods of temporary duty at the same post in the United 
States, normally the following schedule of maximum rates shall apply: 


First 60 days - $9.00 
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SUBJECT: 


ATTACHMENT: 


SESTPICTED 
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ADVISOR OR MAN AGH cb T 


Revision of CIA Regulation ill Travel 


Memo dtd. 22 October 1951 from Advisor for Mgnagement 


re proposed revision of CIA Regulation 


This office concurs in the changes proposed in the attached 


proposed revision of CIA Regulation yt, | 
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25X1A 


125X1A 


aA KILBOURNE JOHNSTON 
Assistant Director For 
Policy Coordination 
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1. ‘TRAVEL (See Regulation No. i= | rea aas 25X1A 
A. ‘Travel and Related Items 


Travel and transportation expenses and expenses incident thereto ineLuding those 
incurred in the movement of dependents household goods and persona: effects way 
be paid to or on behalf of employees in accordance with the provisions of Public 
Lew 600 ~- ‘{vth Congress Public Law 2 - Let Congress Public Law 330 - dlst 
Congress Agency and other appropriate legislavion regulatiens issued thereunder, 
the Standardized Governnent Travel Regulations the Forelzgn service Regulations, 
and as specified in Agency Regulations. 
Travel Accounts 
Travel vouchers must be submitted to the Fiscal Division upon completion of each 
trip or at the end of each calendar nonth in case of extended travel. Vouchers 
for travel authorized by Chiefs of overseas Missions shall be submitted to the — 
appropriate Mission official for processing. Armed ates personnel shall give 
the necessary data to the Military Personnel Division Personnel Office for the 
preparation of vouchers and submission to the Fiscal Division. Copies or reygu- 
lations pertaining to travel may be obtained from the Fiscal Division in addition 
to advice as to the preparation and submission of vouchers. 
Per Diem and Mileage 
(a) Per diew and mileage rates provided under existing laws and regulations represent 
the maximum allowable. Officials authorized to issue travel orders will reduce 
the stipulated rates whenever available information indicates that the maximun 
rates will exceed the necessary official traveling expenses. 
(b) For extended periods of temporary duty 4t the same post in the United States 
normally the following schedule of maxinum rates shall apply:. 
First 60 days - $%.00 


Second 60 days - 6.00 
Third 60 days - 3.00 


Pg ee 
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25X1A 


CENTRAL INTSLLIGENCE AGENCY REGULATION lc lkéwl 


Absence of ten days or Less shall not be considered as interrupting the 


| 
| _ continuity of temporary duty at the sane post. 
| a Per diem payable to an employee ine hae to temporary duty travel abroad and 
: to him and his ‘tmediate fauily/ incident to travel abroad on permanent change 
| of station home leave or travel to first post of duty and return therefrom 
shall be in accordance with applicable provisions of the Foreign Service 
Rezulations. 
| (1 ) It is the policy of this Ageney that where payment of travel expenses 
of dependents of employees is authorized and such dependents travel with 
the employee by the most economical usually traveled route full 
reimbursement will be made from official funds for accommodations which 
will enable the employees and his Hi dependents to be together provided 
acconmadations furnished are the lowest first-class facilities available 
on the means of transportefion used. ) 
(2) In those or where dependents accompany an employee on other than the 


most economical usually traveled route the difference in cost of trans- 


portation must be borne by the employee. 


I do LAS coneur in the revision of Regulat on]yyyrave.. . 25X4A 
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25X1A 
CENTRAL TIWLLIGENCE AGENCY REGULATION ae = 6=6=3hFC(effffttié*' 
1. ‘CRAVET, (See Regulation No. aay 25X1A 


A. 0 Lfravel and Related Ltoma 


‘travel and transportation expenses, and expenses incident therato, jachuding 
those incurred in the movement of dapendentsa household goods and person, 
effects may be paid te or on behalf of amployces in accordance with the pro- 
viglons of Publie Law oGo ~ fyth Congress, Publie Law 62 - lst Consreas 
Public Law O30 ~ clei Congress agency and other appropriate leglalution. 
ragQlations issued thereunder the Standardized Geverment Travel Rerulesions. 
the Foreign Services Regulations, and as specified in Agency Reuulations. 


Gravel Acaounts 


re 


Travel vouchers mush be submitted to the FPiseal Division upon eoanpletion of 
euch irip or at the ond of sach calendar month in ease of extended travel, 
Youchers for travel aubhorized by Chiefs of overseas Missions shall be sub- 
matoed to the appropriate Mission official for processing, Armed Services 


o% 


parsoune)] shall give the weeessary data to the Military Persormiel Division 
Fersonnal Gi'Pice. for the preparation ef vouchers end submission to the 
Fiscal Division. Copies or regulations pertaining to travel may be obtained 
from the Pigeal Division in addition to edvice as to the preparation and sub- 


mission of vouchers. 


C3 
e 


Per Diem and Mileage 

(a) Per diem and mileage rates provided under existing laws and reguletions 
represent the maximum allowable. Officials authorized to issue travel 
orders will reduce the stipulated rates whenever avallable information 
indicates that the maximum rates will exceed the necessary official 
traveling expenses. 

(vb) For extended periods of temporary duty et the same post in the United 
States, normally the following schedule of maxinum rates shall apply: 

First 60 days - $9.00 
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Second 60 days + $6.00 
Third 60 daya - 3.00 


Absence of ten days or less shall not be considered as interrupting the 
) continuity of tempyurary duty at the same post. 

a W Per diem payable to an employee incident to temporary duty travel abroad 
and to him and hia immediate family/incident to travel esbroad on permanent 
change of station, home leave, or travel to first pomt of duty, and re- 
turn therefrom, shall be in eksouaanae with appliceble provisions of the 

aie Foreign Service Regildations. 

(1) It ig the policy of this gency ak where payment of travel expenses 
of dependents of euployees is authorized and such dependents travel 
with the employee by the moat soenoulan. usually traveled route, full 
reimbursement will be made from official funds fox. .ccomnodations 
which will enable tha employees and hie dependents to be together 
provided accommodations furnished ave the lowest first-class facil- 

ities availeble on the means of transportation used. ; 
“Aig tn those cases where dependents accompany an employee on other than the: 
‘Bear economical usually traveled route, the difference in cost of 


transportation must be borne py the employee. 


I do (Bae concur in the revision of Regulation ‘ee Travel. 4 aca ; of, 
1 A bandas ig: Ahad br ee : bem AS 


areas p- rz: em 


dia a 
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CG. Per Diem and Mileage 


(a) Game 


(vb) Same 


metropolitan area of Washington, D. G. may be authoriged, in the order 
a 
directing his travel, /per diem in lieu of evubsistence while he ig in 


f(s) 4m individual employed for overseas duty from a point outeide the 
| 
a temporary duty etatus in Washington, ), C., or any other point in 
the U, 5, axeept the place of Sreeineaant » provided that: 
(1) (a) ‘the Agency has notified the individual in writing that 
his eppoinitment is ror overseas duty, and has seeured from 
the eppointee, in writing, an egreement to accept a over- 
seas asslenment. If this agreement does not designate a 
specific overseas post it must show that the appointte has 
agread without reservation to accept employment at any over- 
seas post to which he may be argsigned. 
(b) A statement is placed in the Travel Authorization specifying 
the intent of the Agency to asaign the individual to an 
overseas post wien completion of temporary duty in the 0. S, 
(2) The individual will not be required to refund any per diem 
previously paid to him in eccordence with Agency regulations if 
the original intent of the Agency should change while the individual 
is in e temporary duty status in the U. S. and it is decided that 
he will be assigned to a departmental position; or, he will resign 
under circumstances considered by the Assistant Director (Personnel) 
or his designee to be in the best interests of the Agency. If 
either of. theas occurs the individual will be notified immediately 
and the Office concerved will amend the individual's travel order 
. ra 


ff ; 
~ 
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(3) An individual who resi; ane ‘for personal reasons befora accepting 
oR Overseas apslgnment, or ean individual who refuses for personal. 
reasons to uccept @m overseas anclguuent, after having initially 
agreed to do 60, Will be required to refund any amounts paid to 
him for per diem while in a temporary duty stetus on the assumption 
thai; he would accept an overseas assignment. 7 

D. Local Personnel 
Personnel PEs including netives and foreign netionale/ hired locally by Chiefs of 
Missions normally Will raeeive travel expense, allowances and other benefits 
as dictated by local custom, and, whenever possible, practices followed by 
other governmental activities, Iwployment documents or contracts for services 


must set forth the details of the arrangement in each case. 


29 October 1951 


Nose I do (xxx) concur with the above changes in CIA Regulation Nunber O5XI1A 
ON Le ‘ It is suggested that the following be added in se (c) following 
Nin Lieu of subsistencell; 


x ve 


~ 


w 


25X1A 


Yoward J, Prestth 
Acting Ddputy Chief, 
Administrative Services 
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It is presumed that the present paragraph C(c)(1) and (2) 
will be retained as C(d)(1) and (2). 


Page 1 of draft, fifth line from bottom: should not the 


wording after "position" be changed to read, ", or if he 
should resign under circumstances" etc.? 
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STRTCTED 
25X1A 


CEUTRAL INTELLIGENCE Agu Ad REGULATOR aie} ll 


socend 50 days ~ 35.00 
ae Go aaye: ~ 3.00 


Absence of ten days or less shall not be congidered as interragting the 


 cartinuity of taaporary duty at the same post. 
-e 
f) Par diew payable to an amployee incident to temporniy duby tieved, sbiroad 

and to him and bis inwediate tantly incident wo Gravel, obroad om permanent 


changs of suation, home leave, or travel te Tiret poot of duty, and mem 


turn, theretvan, shall be in accortance with appliesble provisions of ‘the 


Foreign Service Regulations, 


(3) it ig the poliey of this Ageney that whore payment of travel expenses 


pon 


of deperionte of auployess is authorized and such dependents travel 


with the employee by the most economical usually traveled reute, full 


he 
relwoursensnt whid be wade Prom official funds tor ecomnedations 
Which will enable the employees ani his depardents to be togethex 
provided accommodations furnished are the lowest firstecless facil}. 
ities aveallable on the means of trensportetion used. 


{2} In these eases where de pewients accompany an employee on other than the 


Kone 
ous 


caren 


moet ecornemical usually traveled route, the differenea in cost of 
vrensgortation must be borne by the esmloyes, 


25X1A 


” 
tet 


t do (pdt) concur in the revision of Regulation ii Travel. 


2OxIA 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : 
FROM 


SUBJECT: 


25X1A 


25X1A 


Advisor for Management DATE: L6 July 1951 
Office of the General Counsel 


Change in Agency Regulations 


1. Forwarded herewith is 4 recommended addition to CIA Regu- 
lation No. JR to be inserted following Paragraph C(c)(2). 


| Os 
2. There is no legal objection to this change, which was re- 
comiended by the Task Force and approved by the Senior Review Com- 
mittee. . 
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CONFIDENTIAL 


295X1A 


CIA Regulation ; supplemented by the addition of the following 
after paragraph C(c)(2): 


(d) Individuals hired for overseas duty fram a point outside 
the metropolitan area of Washington, D.C. may be authorized, 
in the orden directing their travel, a per diem in lieu of 
| sibeietenesenite they are in a tenporary duty status in 
| Washington, D.C., or any other point in the U.S. except the 
place of appointment, Provided, there is“tlocumentary evidence 
of the intent of the Agency to assign the individual to an 
overseas post, jan “evidence of the intent of the individual 
to accept such an assignment. \The Personnel Director shall + 
be responsible for securing from the individual appropriate 
documentary evidence of the intent of the individual to ac- 
cept an overseas assignment, The Request for Travel Author- 
ization(initiated by staff or operating officials and con- 
.. curred in by the Personnel Director, or his designee 3)must 
“eontain a statement evidencing the intent of the Agericy to 
' assign the individual to an overseas post after completion - 
(. of necessary indoctrination, training, and temporary duty 
in the U.S. 


(e) If the intents of the individual and the Agency are docu- 
mented as indicated above, the following categories of 
individuals may be authorized a per diem, in accordance 
with Agency regulations, whilein a temporary duty status 
in the U.S., en route to an overseas post; 


(1) Individuals employed outside the metropolitan 
area of Washington, D.C. for assignment to a 
specifically designated overseas post. 


(2 ) Individuals employed outside of the metropdi.tan 
area of Washington, D.C. and placed in a temporary 
duty status in a "Pool", provided, the individual 
has agreed without reservation to accept employment 
at any overseas post to which he is assigned, and 
provided further that the Agency intends to assign 
the individual to some overscas post, although the 

specific post of assignment has not been selected 
. at the time of appointment. 


(f) The following categories of individuals may not be authorized 
a per diem: 


. (1) Individuals residing in the metropolitan area of 
are fe Washington, D.C. at the time of appointment, notwith- 


GONFIBENTIAL 
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Pes 
standing the fact that the individual is appointed 
for assignmnent to overseas duty. 


(2) Individuals employed for departmental (inside U.S.) 
positions, nothwithstanding the fact that the in- 
dividual may be assigned overseas at some future 
date. 


(3) Individuals employed and placed in a "Pool" if there 

~ are any questions of intent, reservations, or qual- 
ifying conditions on the part of either the individual 
or the Agency, as to overseas assignment. 


(e) If the original intent of the Ageney is changed while the in- 
dividual is in a temporary duty status in the U.S. and it is 
decided that the individual will be assigned to a departmental 
position, it is the responsibility of the supervising-staff~or 
eperation-offieial to imnediately advise the individual of v 
that intent and initiate a request for amendment to the in- . 
dividual's travel order to stop per diem accruals effective 
as of that date. Under those circumstances, and in cases of 
resignations considered by the Personnel Director or his 
designee to be in the best interests of the Agency in the 
conduct of its clandestine activities, the individual will 
not be required to refund any per diem previously paid to 
him in accordance with Agency regulations. 


(h) Individuals who resign for personal reasons before accepting 
overseas assignments, or individuals vho refuse for personal. 
reasons to accept overseas assignments, after having initially 
agreed to do so, will be required to refund any arounts paid 
to them for per diem while in a temporary duty status on the 
assumption that they would accept an overseas assignment. 


(i) Questions involving eligibility for per diem which are not 
covered by the above or other Agency regulations will be re~ 
eg ferred to the Personnel Director for administrative determin- 
i ation and/or to the General Counsel for leral decision. 


BENTIAL 
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‘on RESTRICTED 


HecurLty Information 


CENERAL INCEDLIGENCLE AGENCY REGULALTON hts 25X1A 


2l July 1952 


2. ALLOWANCES 


GB. Special Authorities 


(1) 


Wo change 
No change 


Cost of storing the household goods and personal effects of an 
employee who is absent under orders from his usual post of duty, 

or who is assigned to a post to which, because of emergency condi- 
tions, /it is determined that he cannot take such household goods 
and personal effects. mergency conditions, including prohibitions 
of shipments in the best interests of the Agency, shall be based 
upon conditions at the post and not personal consideration. When 
it is determined by the appropriate Office head that an emergency 
condition exists, the facts must be brought to the immediate 
attention of the Comptroller's Office (Fiscal or Finance Division 
as appropriate) for review prior t9,: thorizing such emergency 
storage. In cases where it appears,the determination of emergency 
is inconsistent with Agency policy, the Comptroller shall refer 
the matter to the Deputy Director (Administration) for resolution, / 
Household goods and personal effects stored may not exceed the 
authorized weigat allowance. 


YOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


25X1A 


. Ke. WHITE iffective: 21 July 1952 
Acting Deputy Director Rescind : Page 3 
(Administration) 8 December 1951 


-3~ 


RESTRICTED 
Security Information 


3 raat 
ae ahd, 


bes 
ve 
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25X1A Security Information : a, i 


CENTRAL INTRLLTGENCE AGENCY REGULATION 


i 
r 
Ln 


: 53 
| 2. ALLOWANCES 2 
3 
B. Special Authorities me 

bos ‘ & 


(3) Cost of storing the household goods and personal effects of an employee 


aa abe 


who is absent under orders from his usual post of duty, or who is 


assigned to a post to which, because of emergency conditions, Arhich may . ae 

i Dy 

‘ o 2 ~. 

| include cases where it is determined that for the convenience of the M 
ae oe } 

Agency, he shall not be permitted to take his household goods and wi 
| 2 : a9 

| 


personal effects. fvmergeney conditions shall be based Upon conditions 
at the post and not tipon personal convenience,of the employee/ when 


it is determined, because of emergency conditions, that household goods 


fey We Of 


and personal effects may not be shipped, the facts must be brought to 
. . Cow pe Chens Of Pt se ! ae on Divis 10M, Aas APPAFAIATE. 
the immediate attention of the (Fiscal Divisiony Hinence, Setres, House- is 


hold goods and personal effects stored may not exceed the authorized 


weight allowance. 


I do (not) concur in the proposed revision of B (3) of CIA Regulation No. = 25X1A 


Allowances, 


Shona pegged fu fe, 
GEC le 


25X1A 


| Me 6 RGE, Partnered Divs 


- RESTRICTED 
: Security Information 
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! seeee, because of emergency conditions, fit is determined 


that he cannot take such household goods and personal effects/. 


[Emergency conditions, including prohibitions of shipments in 
the best interests of the Agency, shall be based upon conditions 


at the post and not personal consideration/, 
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Securit, Information 


T July 1952 


MEMORANDUM FOR: Chief, Organization and Methods Service 


THROUGH ; Chief, General Services 
SUBJECT : Storage of Household Effects . 


1. A review of an employee's claim for reimbursement for loss 
resulting from sale of househol. effects showed that present Agency 
regulations regarding storage at Government expense are unsatisfactory. 


2. Comments from Chief, Finance Division, and Office of the 
General Counsel regarding the particular case under review gave 
contradictory interpretations of the present regulations. If 
such interpretations are possible, the regulations obviously are 
unclear, 


3. It is requested, therefore, that your office in consultation 
with the Office of the General Counsel, the appropriate divisions 
of Administrative Service, and the Comptroller's Office (Finance 
Division) prepare revisions of the regulations to provide clear-cut, 
unambiguous policies and procedures for handling this problem. 


25X1A 


L. K, WHITE 
Acting Deputy Director 
(Administration) 


ce: Comptroller 
General Counsel 


RESTRICTED 


. 4 
fo -rity Information 
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6 December 1951 


MEMORANDUM TO: Deputy Director (Administration) 
SUBJECT; Change in Regulation No. ae Allowances 

1. The only change in the attached revision is the deletion 
of paragraph C, Local Personnel. This paragraph is being included 
in CIA Regulation No. JB) and was therefore not submitted for 


general concurrence. 


2. Recommend approval. 
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/ Office Memorandum"? "SRYEEb states GOVERNMENT 


TO : 
THRU : 
FROM 3: 


SUBJECT: 


Advisor For Manage oe. DATE: 7 March 1952 
Comptroller a 


Chief, Fiscal Division 


Revision of CIA Regulation No. 1 
Time, Leave and Pay. aa ae 


1. Subsection E (3) of the subject Regulation should 
be amended to delete. item {c) "Reduction in force". Ttem 
(a) should be re-lettered (c). This amendment is pursuant 
to Paragraph 30-206 of the Federal Personnel Manual, and 
appeared in the 22 February 1952 edition of the Federal 
Register. 


RESTRIGTEA 


SECURITY INFOREATION 
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Office Memorandum + onirep staTES GOVERNMENT 


TO : Advisor for Management DATE: 17 September 1951 
FROM : Office of General Counsel 


SUBJECT: Annual Leave Notice 


1. Reference is made to the attached memoranda concerning 
the annual leave provision of Public Law 137, 82d Congress (Sec. 
601). 


2. There is no legal objection to issuance of the proposed 
Notice in its present form. However, informal conversations with 
GAQ attorneys indicate there is a strong possibility that the 
leave rider will be repealed in a short time. GAO is withholding 
its issuances in the expectation of repeal. 


3- Mr. Pforzheimer, CIA Legislative Counsel, concurs in the 
view that issuance of this Notice should be postponed for one 
week. We shall contact your office early in the week of 2h Sep- 
tember, at which time more definite information should be avail- 
able. 


295X1A 


OGC/JJTB : mw 


Enclosure: 
ce memo to Adv for 
Manage. from Comp., 
dtd 13 Sep 51, w/pro- 
posed notice on subject 


Distribution: 
Orig — Addressee 
2 =- OGC 


SEP 19 1951 


SS ee 
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Advisor for Manatonuort 13 Senbenber LOS 
Gormbovller 


Attached Motice Re: Annual Leave 


Le It is requested that the attached nobice be reproduced and 
distributed in onder to intorm all Aremey emmloyoes of the effects 
of the statutory changos respectins the accrual and accomulation 
of annual leave as provided by Section GOL of Public Lar 137, 
82nd Congress, approved 31 August 1991, 


2e We have infomally discussed this release with a member 
of the office of tha General Counsel and believe that the attached 
notice 1s correct. However, in view of the technical Legal ques~ 
tions which have arisen concerning the retroactive provisions of 
this Act, and the third provision of Seotion 60L, it is suggested 
that the final draft of the attached notice be submitted to the 
Goneral Counsel for concurrance before release, 


E. R. Saunders 


ERS/rme 
Pe a x 
ccs General Counsel 
Finance Division 
Signer's copy 


— 


4) 


‘oS 


SEP 141 
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CHUkAL INTELLICEHCE AGKHCY 
yaohinston, PD, C. 


NOTIce 
Oe Neptember 1951 


SUSI ECT 2 fmeunl Loave 
MESCISSETOTs Uotioo No, dxted 16 hiay 1961 

1. Seotion 601 of Public Lew 157, Sond Concrossa, agproved on 
31 Aupuset LOSL, is quoted belows 


"No part of tho funds of, or avallable vor osponditure 
Corporacaon a2 EF Sumey Ghucsd In this or v_any other 


“iginess on Juno > g 2908 

z “TSbT no civilian officer or 
ar sployee sneall be onbtLtl: rd to anrm aniual loave at a rate 
in excess of teenty ays per years Frovided furthor, That 
the head of any such corporation or agency ohall afford 
en opportunity for offioers or employses to use tho anual 
leave accunulated seat ae Seetion prior to Jum SO, 19523 
Providad furthor, Theat this section snall not apsly to 
offieers and aol ee ee 3a post of cay is outside the 
continental United Statess And provided furthur, That 
this seetion shall oe apely with respect to the paynent 
of conponsation for accunulatod emimual leave in the case 
of officers or anmployees who leave thoir civilian posie 
tions for the purpose of onterisn, unon ucbive military 
or neveal sorvico in the Armed Forces of the United States.” 
(Underscoring supplied) 
&» Each onuployao whose post of duty is within the continental 
United States at tho closy of buainass on 3: damo 1962 must use all 
amiual leave accwulated during the calondar your 1951, prior to the 
cloag of business on 30 Jume 1952, If such loave is not taken, Le 
must be forfoiteds | 


$. wach omployse affected by the above will be provided an op= 
portunity by his suporvisor to take the fil amount of Leave accrued 
during the calondar year 1951 orier to 1 duly 1952, toave will be 
scheduled in such a mamor as to porrit the contdnuod, erfioionts 
conduot of business by each office and starfl seetion of the Agency. 


4. The above underscored portion of Seation 601 does not apply 
to ony enpleyeo whose post of duty is outside the continontal United 
States at tho close of business on 50 June 1952. Such employees will not 
bo royuired to forfeit unused leave. A question exists with rospeot 
to the anount of annual leave which may be carned by an omployse whose 
post of duty is outeide the comtinental United States, However, until 
this question is resolved by the Comptroller Goneral of the United States 
such omployeos shall also be limited to the twenty days per year maximume 


= Tom 
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Se An enployoo who leaves hie civilian position before 1 July 
1962, for the purpose of entering upon active duty in the Armed 
Forces is ontitled to receive a luapesum paymont for his accunulated 
end current accrued annual leave, or to have such leave remain to his 
eredit, whichover ho may oloct. 


6» Those restrictions do not axfect leave accrued prior to 
1 damary 1960 which may contimie to be carried overs provided that 
the maximum total under oxlsting lew ia not exceeded, 


7. Attention ig also invited to parazraph 0(5), CIA Regulation 
No» = which states Agenoy policy relative to annual leave. 


FOR THE DIRECTOR OF CENTRAL INVELLIGENCE s 
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General. Counsel. 18 July 1951 25X1A 


Security Officer, CIA 
U.S. Income Tax Forms of CIA Employees po 


Memorandum from Office of General Counsel to Chief, I&SS, dated 
April. 1951. 


1. Inquiries were made within the Baltimore, Maryland, office 
of the Collector of Internal Revenue by personnel of the I&SO, the 
Office of the Ceneral. Counsel and the Finance Division, concerning 
the problem raised by the Reference. 


2. As a result of the inquiries, it is the opinion of the 
above personnel, and this office concurs, that Agency security and 
operational needs will be satisfactorily met by having the Agency 
continue to indicate source of income on Internal Revenue Forms 
W-2A (statement of income and withholding tax) as U.S. Government. 
However, it is recommended that the address Washington 255 De Coy 
be added to all forms to comply with Internel Revenue regulations. 


3. CIA Regulation vo. ii fives instructions to Agency 
employees as to designation of employer on U.S. Individual Income 
Tax Forms Noe 1LO4O and 100A. 


SHEFFIELD EDWARDS 
Colonel, GSC 


ce: Finance Division ./ 


AMY 
YE 24 jor, 
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10 August 1951 


MEMORANDUM FOR: Assistant Directors 
SUBJECT : Military Leave 


1. CIA Regulation No. MBM outlines the procedures for 25X1A 
granting military leave. The Assistant Deputy Director for Admin= 
istration (General) desires that all requests for military leave 
have as a second endorsement a statement by the employee's supervisor 
or Division Chief that: 


(lL) the Division or Office does not require a 
substitute during the leave period 


(2) the Division or Office will not object to 
a subsequent request from the armed services 
for recall to extended active duty of the 
subject employee 


=f 2. All requests for military leave should be addressed to 
(1 the appropriate Personnel Office (Overt or Covert)» 


GEORGE E. MELOON 
Acting Personnel Director 


“ed 7 195 
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CONFIDENT. AL 
ieee 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
‘a 


SUBJECT: equests for Military Leave 


1. CIA Regulation No. ee outlines the procedure for 
granting military leave with pay for a 15-day period per annum 
and the Agency's policy with regard to active military duty beyond 
the 15-day period is stated in CIA Regulation No. i | O5X1A 


2. Office heads are hereby requested to ensure that requests 
for military leave contain statements to the effect that: 


a. The Office does not require a substitute during 
the 15-day leave period. 


ob. The Office will not object to a subsequent request 
from the Armed Services for recall to extended active duty 
of the subject employee. 


3. All requests for military leave should be submitted 
through the appropriate Office channel to the Personnel Director. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID WOLF 
Deputy Director 
(Administration) 


DISTRIBUTION: No. 3 


‘CONFIDENTIAL 


= 
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UALTTARY LEAVES POLICY 


25X1A 
LS-day iilitary Leave Policy (Regulation ia 


"(1) Military leave for training purposes only, not to exceed 15 calendar 
days in any one calendar year, will be granted with pay without charre to annual. 
Jeave to members of the Reserve Components of the United Stateses.e.!! 


Extended Active Duty lHilitary Leave Policy (Regulation —=4 251A 


"Individual employees...will not be released...for the purpose of volunteering" 
(A~(2) 


"(Those)...ewho can be adeqately replaced by a properly trained competent in- 
dividual will be released...upon request of proper authority." (A- (3) 


"The only basis ee be that the particular services...are 
or will be essential to the sucessful accomplishinent of the CIA mission." (A-(l) 


"(Civilian employees with reserve status) way be requested for indefinite de~ » 
ferrment...if essential...and difficult or impossible to replace." (C-(l)(b) (1) 


"(Civilian employees with reserve status) nay be recommended for deferrment..e 
for a definite period sufficient to obtain and train a replacement if e re- 
vlacement can be obtained." (C-(1))(b)(2)) 


"(Civilian emoloyees with reserve status) may not be recommended for deferment 
eeeif services can be spared without necessity for replacement prior to 
departure." (G=(l)(b)(3)) 


f 
f 
t 
i 
h 
} 
f 


SEP 29 195i 
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Office Memorandum + oxrrep STATES GOVERNMENT 


TO : Acting Deputy Director (Administration) DATE: 12 Jure 1951 
FROM : Advisor for Management 


SUBJECT: Work Week. 


1. In accordance with your instructions, all of the Assistant 
Directors and Office Chiefs have been contacted and asked to express 
their views as to what they consider the most desirable work week 
for CIA. These conferences resulted in five plans being offered, as 
indicated on the chart (Tab A). 


2. a. Plan No. 1 indicates no change desired. 


be Plans Nos. 2 and 3 are exactly the same, except the Plan 
No. 3 indicates the Agency will be open ): hours. 


c. Plan No. h is a straight \l-hour work week, all employees 
working Monday through noon Saturday. 


d. Plan No. 5 is a 9-hour day, 5-day week. 
3. In summary, I would say that the consensus is as follows: 


a. That the Agency should work more than lO hours a week, 
and that the Agency should be officially open Monday through 
noon Saturday, with each office head permitted to utilize the 
number of people necessary to the accomplishment of his mission, 
but consistent with the workoad on hand as he determines it each 
week. 


kh. Also, Tab B, lists some of the complications each plan would 
Cause — omitting the good points. Tab C summarizes the opinions of the 
Assistant Directors, except OIC. 
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No. 2 hehe. Wk. Of- 
Reg. O-hr.Wk. fice Heads re- 
Office Heads quire 0.T. only 
a Work Pers, as Needed. Same No. 5 No. 6 
Needed. Would as No. 2, ex- Now Seday 3 
No. 1. be Agency cept Agency on lh-ir. Wk. Mon. 9 Hrs. Day 
No change 0-hr. Wk. bh Hrs. thru Noon Sat. 5-hr. wk. 8-hr. Wk. 
: oso x 
ae OPG x 
aa 00 x 
ONE x 
ORR x 
OcL x 
ocD x 
OSI x 
(OIC) - - - ss 2 
Perse x 
T&S x 
Gen. Coun. x 
Trnge Xx 
Memt. x 
Proc. x 
Adm.Serv. xX 
Audit ~ - - - - - 
Medical Xx 
Comptroller x 
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SOME DISADVANTAGES TO PLANS OFFERED 


(No advantages shown) 


Plan No. 1 


This plan is actually in existence by Regulation. A check by 
this office indicates that it is not being followed. In either event, 
however, it is an inefficient plan inasmuch as the operating steps . 
are divided presumably evenly on alternate weekends, which means that j 
continuity of work is greatly retarded. . 


Plan No. 2 


No known objections, except that it conflicts with the General's 
stated policy that the Agency should be open for business for more 
than lO hours a week. 


Plan No. 3 

This is substantially the same as Plan No. 2,except that it does 
provide that each office will be open for business through noon Satur= 
day. This means, of course, that CIA is officially open for business 
through noon Saturday. 


Plan No. 


Provides a straight 44-hour week. Some employees will undoubtedly 
leave the Agency to secure employment where the )0-hour week is in ef= 
fect. While some employees like toearn overtime pay, they would have 
no latitude as to when they earn overtime pay, even though such a system 
is voluntary. 


An employee must actually make a greater effort to get to work 
each Saturday morning, such as rising earlier due to transportation 
difficulties. The Washington transportation system does not operate 
express buses on Saturdays. For example, a person living in northwest 
Washington in the vicinity of Walter Reed Hospital can reach CIA in 
approximately 40 minutes during the week, but on Saturdays the same 
person will travel approximately 60 minutes to reach CIA. The same 
is in reverse for getting home. 


_ i Plan No. 5 


While this plan provides a 2—day weekend each week, this system 
would also meet with transportation difficulties, if the hours are 
8:30 to 6:00. It would probably be less difficult if the hours were 
8:00 to 5:30; very little difference if 7:30 to 5:00. (OPC insisted 
on hours of 8:30 to 6:00) These hours would be difficult, particularly 
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with married couples, both of whom work, and who must shop for food. 
Many such couples also have children, for whom it might be difficult 
to get care beyond 5:30. People riding in car pools of other agencies 
would probably lose that benefit. 
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Pigg bad 
UNITED STATES GOVERNMENT 


Office Memorandum’ * 


TO : Deputy Director (Administration) DATE: 5 June 1951 
FROM :Advisor for Management 


SUBJECT: Work Week, 


1. Existing Agency Regulations ‘State that Agency hours of work 
will be from 0830 hours until 1700 hours, Monday through Saturday. 
"Office heads will arrange Saturday schedules so that individual em- 
ployees will normally be required to work only 88 hours per pay 
period," 


2. In accordance with your instructions, I have contacted all 
the Assistant Directors who made substantialy the comments indicated 
below. As you will note, these comments were referred to the Assist~ 
ant Directors or their representatives for initials and any amend~ 
ments they wished to make, (In each case the Assistant Director was 
then asked, where appropriate, to justify his comments if he were 
ie < a Shorter work week and at the same time for an increase 
in T/O. 


week should be 4 hours and all employees should work together 
during that time. Does not favor present procedure wherein the 
work week requires half of the staff be present each Saturday 
car. whit, As soon as the emergency is lessened, the Agency should 
LG 


OSO: iH as long as the present emergency exists, the work Q sf 


revert to a l0-hour work week, 
VALESS JAC esc ne 
Yt] HOUR Wee eae 002> Wishes a 40-hour work week. WEBB is on a 2h-hour basis, STATSPEC 
CO R&COHD SHens Assistant Director feels that the Saturday work is probably in- 
THAT SATURDAYS creasing our difficulty in securing certain types of personnel 
HAVE @FeyV,FOR who are able to get jobs with other agencies which work only a 
TWS Mosr PAA A lO=hour week. (This office has not asked for a substantial 
WAST& eF 74e T/O increase.) 
AWD wmtary 
ONE: Assistant Director stated: 34H five days are enough, 
but that for any number of hours all personnel should be on hand 
at one time. Other agencies are closed and it is their experi- 
ence that they are unable to make even Phone calls to most other 
@ agencies, Felt that it was entirely possible that this Agency 
might have to go on a six or even a seven-day work week, but 
that our people should have as much rest as possible prior to 
emergency situations. Stated further that all of the above is 
with the knowledge that he works Saturdays or Sundays with as 
many people as needed whenever the Situation demands, such as 
flash estimates, etc. » and presumed that this would be the Case 
in any work week. (T/O increase not applicable. ) 


OGD: Wishes to continue on present basis. Does not want 
. a straight five-and-a-half—day week, With hot weather coming, 
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arly, 


wishes to use his lattitude of letting off all personnel possible 
on Saturday. 

25X1A 

OSI: Mr. MS zc ting for Dr. Chadwell: .#x%* believes we 0 ge 

should work all at one time. While other agencies are not work= ‘ 

ing Saturdays and with warm weather coming, believes l-hour work 

week should be maximum, not 8 hours. Believes the Agency should 

be in a closed status except for coverage as of noon Saturday. 

OSI can use full 1/0 on hh hours a week. 


es OCI: Likes present system, particularly in view of the fact 
that they are publishing certain documents on Saturday afternoons, 
Sas. and feels they would require a system now in effect to continue 
A: such publications. 


ORR: Assistant Director likes present system. Feels that 
j the extra hours on Saturday are ideal to provide some peaceful 
a working hours for key employees to do thinking and to catch up 
{ | f on items which backlogged during the normal work week. Does not 
a) \ like a straight hh-hour work week. 


U9 i OIC: Not contacted. 


OPC: Mr. Hulick quoted a as saying they desire a 
five-day week, 9 hours a day, 8:30 until 6:00; not a five-and-a~ 25X1A 


half-day work week, and not a split Saturday program now in effect. 
Believes that their employees would prefer this system. Mr. Ei 4 ; 

25X1A MMMM is worried that his key people are over-working and not get— nbn 
ting sufficient time off to assure maximum return for work ex= > 
pended. This system would provide Tor a two-day weekend. Cited ote, $s? 
that they are unable to get State P Defense to conduct business 


on Saturdays. | 


25X1A 


25X1A 


CONFIDENTIA 
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31 May 1951 


MEMORANDUM FOR: ADVISOR FOR MANAGEMENT 


SUBJECT : The -hour Workweek. 


This will confirm our conversation with the AD/SO on 29 May 


1951 regarding the length of the workwe 
that, as long as the present emergency 


ek in CIA. The AD/SO stated 
exists, he believes that the 


workweek should be hh hours and that all employees should work 
together during that time -- in other words » he does not favor the 


present procedure wherein the workweek 


is li hours but half of the 


staff are absent on each Saturday. He further stated that, as soon 
as the emergency is lessened and the workload commences to let up, 


the Agency should revert to a O-hour week. 


FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS: 


Special Assistant 


CONFIDENTIAL 
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STANDARD FORM NO, 64 


Office Memorandum e UNITED STATES GOVERNMENT 


TO 
THRU : 
FROM 


SUBJECT: 


Advisor for Management . DATE: 20 September 1951 
Comptroller iii 

Chief, Fiscal Division 25X1A 
Annual Leave 


1. Effective 1 July 1951, the designated sections of CIA 
Regulation No. ee should be changed to read substantially as arr 
follows: 

"C. Annual Leave 

(1) Permanent employees are entitled to 20 work days of annual 
leave with pay for each calendar year of Goverrment service which 
shall accrue at the rate of 6 hours per bi-weekly pay period with 
an additional 4 hours for the last full bi-weekly pay period in the 
calendar year. (For the calendar year 1951, the additional accrual 


. or the last bi-weekly pay period shall be 2 hours.) The minimum 


credit of annual leave is 1 hour and additional credits are in mul- 
tiples thereof. Permanent employees who enter on or separate from 
duty on other than the first or last work day of the bi-weekly pay 
period accrue leave in accordance with the following schedule: 


BASIC WORK DAYS HOURS CREDIT 
i 1 
2 1 
3 2 
Ty 2 
5 3 


(2) Part-time employees, for wham there has been established 
a regular tour of duty covering not less than 5 days in any admin+ 
istrative work week, will accrue 1 hour annual leave for every 
13 hours in pay status and 1 hour of sick leave for every 17 hours 
of duty. 


(3) ‘Temporary employees earn 1 e/ 3 days annual leave for each 
full continuous month of service; however, no annual leave accrues 
for a fractional service month. The minimum charge for annual leave 
is 1-hour and additional leave will be charged in multiples of 1 hour." 


2. Should further information be desired, kindly advise. 


25X1A 


RESTRICTED SEP 27 1951 
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Office Memorandum ° UNITED STATES GOVERNMENT 


TO * Advisor for Management DATE: 15 September 1951 


FROM : Comptroller 


SUBJECT: Attached Notice Re: Annual Leave 


lL. It is requested that the attached Notice be reproduced and 
distributed in order to inform all Agency employoes of the effects 
of the statutory changes respecting the accrual and accumulation of 
annual leave as provided by Section 601 of Public Law 137, 82nd 

| Congress, approved $1 August 1951, 


| 2e We have informally discussed this release with a member of 

| . the office of the Goneral Counsel and believe that the attached 
notice is correct, However, in view of the technical legal questions 
which have arisen concerning the retroactive provisions of this Act, 
and the third proviso of Section 601, it is suggested that the final 
draft of the attached Notice be submitted to the General Counsel for 
concurrance before reloase, 


25X1A 


« R. SAUNDERS 


SEP 14 1954 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce 


NOTICE 
NO, September 1951 


SUBJECT : Annual Leave 


RESCISSION: Notice No. J) dated 15 May 1951 BX 1A 


1. Section 601 of Public Law 137, 82nd Congress, approved on 
31 August 1951, is quoted below: 


"No part of the funds of, or available for expenditure 

by any corporation or agency included in this or any other 

Act, including the government of the District of Columbia, 

sha 6 avallable to pay for annual leave accumulated by 

any Civilian officer or employee during the calendar year 

{551 and unused at the close of business on June 00, L05e: 

Provided, That after July ly T95i no civilian officer or 

employee shall be entitled to earn annual leave at a rate 

in excess of twenty days per year: Provided further, That 

the head of any such corporation or agency shall afford 

an opportunity for officers or employees to use the annual 

leave accumulated under this section prior to June 30, 1952: 

Provided further, That this section shall not apply to 

officers and employees whose post of duty is outside the 

continental United States: And provided further, That 

this section shall not apply with respect to the payment 

of compensation for accumulated annual leave in the case 

of officers or employees who leave their civilian posi- 

tions for the purpose of entering upon active military 

or naval service in the Armed Forces of the United States." 

(Underscoring supplied) 

2e Hach employee whose post of duty is within the continental 
United States at the close of business on 30 June 1952 must use all 
annual leave accumulated during the calendar year 1951, prior to the 
close of business on 30 June 1952, If such leave is not taken, it 
must be forfeited. 


8. Each employee affected by the above will be provided an 2p- 
portunity by his supervisor to take the fill amount of leave accrued 
during the calendar year 1951 prior to 1 July 1952, Leave will be 
scheduled in such a manner as to permit the continued, efficient 


Geers of business by each office and staff section of the Agency. 
Res tai aaa : 
4, The above underscored portion of Section 601 does not apply 


to any employee whose post of duty is outside the continental United 
States at the close of business on 30 June 1952. Such employees will not 
be required to forfeit unused leave. A question exists with respect 

to the amount of annual leave which may be earned by an employee whose 
post of duty is outside the continental United States, However, until 
this question is resolved by the Comptroller General of the United States 
such employees shell also be limited to the twenty days per year maximum. 


Pe, ere 
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5e An employee who leaves his civilian position before 1 July 
1952, for the purpose of entering upon active duty in the Armed 
Forces is entitled to receive a lump-sum payment for his accumulated 
and current accrued annual leave, or to have such leave remain to his 
credit, whichever he may elect, 


6. These restrictions do not affect leave accrued prior to 
1 January 1950 which may continue to be carriéd over, provided that 
the maximum total under existing law is not exceeded, 


25X1A ttention is also invited to paragraph C(5), CIA ss ieee te 
No. which states Agency policy relative to annual’ leave. ge 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:: 
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Office Memorandum ° UNITED STATES GOVERNMEN 


TO : Memorandum for A-DD/A (General) DATE: 11 September 1951 
FROM : Legislative Counsel 
SUBJECT: 


1, Section 601 of the "Independent Offices Rigcopvation Act, 1952" 
(Public Law 137 - 82nd Congress) reads as follows: 


"Section 601. No part of the funds of, or available for 
expenditure by any corporation or agency included in this or 
any other Act, including the government of the District of 
Columbia, shall be available to pay for annual leave accumu- 
lated by any civilian officer or employee during the calendar 
year 1951, and unused at the close of business on June 30, 
1952: Provided, That after July 1, 1951, no civilian officer 
or employee shall be entitled to earn annual leave at a rate 
in excess of twenty days per year: Provided further, That 
the head of any such corporation or agency shall afford an 
opportunity for officers or employees to use the annual leave 
accumulated under this section prior to June 30, 1952: 
Provided further, That this section shall not apply to officers 
and employees whose post of duty is outside the continental 
United States: And provided further, That this section shall 
not apply with respect to the payment of compensation for 
accumulated annual leave in the case of officers or employees 
who leave their civilian positions for the purpose of entering 
upon active military or naval service in the Armed Forces of 
the United States," 


| 
: 
: 


2. It is noted that this section provides that annual leave accumulated 
during the calendar year 1951 must be used by the close of business June 
30, 1952 or it shall be forfeited. 


3. It should also be noted that annual leave subsequent to 1 July 
1951 shall not be earned in excess of 20 days per year. In view of the 
fact that two months of the fiscal year elapsed prior to the passage of 
this Act, the legality of the section may be challenged. However, for 
purposes of CIA Regulations, annual leave based on 20 days should be 
considered to be the law, 


oFP 18 1951 
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4. It should be noted that the above provisions shall not apply to 
employees whose post of duty is outside the continental United States 
at the close of business on 30 June 1952, (See CIA Notice ean 25X1A 


5. Any CIA Regulation issued in compliance with this section 
should note that the law provides that the head of an agency shall 
afford an opportunity for employees to use the annual leave accumulated 
during calendar year 1951 prior to June 30, 1952, 


6. Copies of this Act have been furnished the Comptroller who is 
drawing up the basic regulation. 


29X1A 


Walter L. Pforzheimer 


WLP/blc 
Distr: Orig. & 2 cc to addressee 
Stayback - 2 


Ait io ca 
baa, 
. rt 
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FEDERAL REGISTER 
7 September 1951 


ence re ent nnn ner engine nes 


TITLE 5—ADMINISTRATIVE 
PERSONNEL 


Chapter I-—Civil Service Commission 


Part 30—ANNUAL AND Sick LEAVE 
REGULATIONS 


MISCELLANEOUS AMENDMENTS 


1, Paragraphs (2), (b) and (d) of 
§ 30.201 are amended to vend as follows: 


§ 30.201 Accrual of annual leave. Be~ 
sinning July 1, 1951, annual leave shall 
accrue and be credited to employees as 
follows: 

(a) Full-time employees. (1) Perma- 
nent full-time employees shall earn an« 
nual leave of twenty days a enlendar 
year, which shall accrue at the rate of 
three-fourths of one day per bi-weekly 
pay period, w’' 1 an additional one-half 
day for the last full bi-weekly pay period 
in the calendar year: Provided, That for 
the calendar year 1951 the additional 
accrual for the last bi-weekly pay period 
shall be one-fourth day. The total credit 
of twenty days may be given at the be-~ 
ginning of the calendar year, or the 
appropriate accrual may be credited each 
pay period until the total of not more 
than twenty days in the calendar year is 
reached. 

In computing annual leave accruals 
Zor less than a complete bi-weekly pay 
period, the table given below will govern 
in determining leave accruals for basic 
eight-hour work days in five-day work 
‘weeks, .Fractions of work days shall be 
disregarded, 


Hours 

Basic work days: eredit 
Wiowidesimesedo wes eeecescubow secs 1 

Qa iwitinesnuncebhectocccendonecele 5 1 
overeat - 2 

Ger cebnwenaanovre ce cccsck eae ses = 32 
Geveeacoens ose decease eee cero, 3 


(2) Temporary full-time employees 
shall earn and be credited with annual 
leave of one and two-third days for 
each full continuous month of service, 

(b) Part-time employees. (1) Perma~ 
nent part-time employees for whom 
‘there has been established a-regular tour 

. of duty covering not less‘than five days 


dn any administrative work week shall 
earn and be credited with one hour of 
annual leave for each thirteen hours in 
a pay status, any hours in excess of forty 
in any administrative work week to be 
disregarded, 

(2) Temporary part-time employees 
for whom there hag been established a 
regular tour of duty covering not less 
than five days in any administrative 
work week shall earn and be credited 
with one hour of annual leave for each 
thirteen hours. in a pay status during 
cach full continuous month of service. 
Any hours in excess of forty in any ad- 
ministrative work week shall be disre~ 
garded, 

od * " . * 

(dq) The minimum accrual and credit 
for annual leave shall be one hour, and 
additional accruals and credits shall be 
in multiples thereof, except as a frac- 
tional hour's accrual is required at the 
end of the month of service for a full- 
time temporary employee. 

« “ * * * . 

2, Section 30.403 is amended to read 
as follows: 


§ 30.403 Nonpay status. Effective 
July 1, 1951, whenever a permanent full- 
time employee’s absence in a nonpay 
status within a calendar year totals. the 
equivalent of the base-pay hours in one» 
biweekly pay period, the credits for an- 
nual leave shall be reduced three-fourths 
of one day and for sick leave five-eighths 
of one day for cach such period, The 


‘total deductions in sick leave credits on 


account of nonpay status in any one 
calendar year shall not exceed fifteen 
days: Provided, That any employee who 
is in nonpay status for a full calendar 
year shall receive no annual or sick leave 
accrual for such calendar year. 
(Sec, 7, 49 Stat. 1162; 5 U. S. ©. 300, B. O. 
414, Jan, 18, 1944, 9 F, R, 623; 8 CFR, 1944 
Supp.) 
Unitep Srarrs Crym Srrvy-~ 
ICE COMMISSION, 
[SEAL] Robert Ramspeck, 
Chairman, 


IF, R. Doc, 51-10785; Filed, Sept. 6, 1951; 


8:61 am.) 
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Office Memorandum e UNITED STATES GOVERNMENT 


TO 0 & M Service DATE: 23 January 1952 
FROM Office of General Counsel 
SUBJECT: 


Proposed Revision of CIA Regulation Pas) (Time, Leave, and Pay) 25X1A 


1. This office has no legal objection to the proposed re~ 
vision of the above regulation. 


2. However, we have certain misgivings about putting into © 
our regulations such detailed and primarily procedural information ° 
which in a large part is a paraphrase of the Civil Service Conmis— 
sion's Federal 4mployees' Manual. We would prefer to see the pro— 
cedural information incorporated by reference and thus obviate the 
necessity of revising the section with an ever—increasing frequency, 
whenever a minor change is made in the Federal Personnel Manual. 
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sNTRAL INYELLIGENCE AGENCY REGULATION 


Y. Unpaid Compensation of Deceased Umployees 

(1) Direct settlement of unpsid compensation will be made by the Agency with the 
surviving spouse, or with the beneficiary (or beneficlaries) desiynated by 
the employee on Standarl Form No. 1152 , “Designation of Beneficiary, Unpaid 
Compensation of Deceased Civilian Employee". Foxms No. 1152 should be filed 
with the Fiseal Division, Finence Office, and will be effective so Lons as the 
individual is continuously employed by the Aazency. 

(2) Where no spouse survives the employee, or where he has failed to execute 
Form No. 1152, direct settlement will be made by the General sccountin: 
Office in the precedence established by Public Law 636, Jlst Congress, 

with ibvra! Changes 
I do (ng} concur in the proposed revision of CLA KRigulation No , Time, Leave and 95x1/A 
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Y. Unpaid Compensation of Deceased iimployees 


sa 


(1) Direct settlement of unpaid compensation will be made by the Agency rth the 
surviving spouse, eee aus beneficiary (or beneficiaries) designated by 
the employee on Standard Form No. 1152, "Designation of Beneficiary, Unpaid 
Compensation of Deceased Civilian Employee". forms No. 1152 should be filed 
with the Fiscal Division, Finance Office, and will be effective so long as the 
individual is continuously employed by the Agency. 

(2) Where no spouse survives the employee, or where he has failed to execute 
Form No. 1152, direct settlement will be made by the General accounting 


Office in the precedence established by Public Law 636, 81st Congress. 


I do (met) concur in the proposed revision of CIA Rigulation No. a Time, Leave and 25X1A 


Pay. wi/) changes MWwored : 


29X1A 


] 


Cours ed echo Ly wet +e 


Zs eee ee, ON ante ate Mere 


29X1A 


-16- 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


5 PNT IRATE TDM OPA E Dee ecir anita SRER pane e FEAT EEE ase ret ttt rsatntt net p ene eT ERI Sa ase a 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 
RESTRICTED 
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER ae een 


3. TIME, LEAVE AND PAY 
U. Time and Attendance Reports (Standard Form No. 34-42) 


[ (6) Time and Attendance Reports submitted on behalf of experts or con- 
Sultants employed under Personal Service Contracts must reflect actual 
hours worked. One of the following certifications will be signed by 
the expert or consultant on the reverse of the Time and Attendance 
Report: 


(a) For those not drawing retirement pay from another Government 
Service: 


"I certify that for the days covered by this report, 
during which I was employed, I have not received nor 
will I claim compensation from any other Government 
Agency." 


(b) For those drawing retirement pay from the Armed Services or the 
Foreign Service of the United States; 


"I certify that for the days covered by this report during 
which I perform service as an Intermittent Consultant on a 
fee basis in the CIA, I have not received nor will I claim 
compensation from any other Government Agency with the ex- 
ception of retirement pay from the (insert appropriate 
Service )."7 


25X1A 


Députy Dirécpor 
(Administration ) 
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9 February 1952 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : Time and Attendance Certification 
by Fee Basis Consultants 


le Under Regulation Es consultants now certify on their vouchers 
that they receive no compensation from other Government agencies for the 
days on which they are paid consultant fees. This is appropriate in all 
but those few cases where an intermittent consultant on a fee basis is 
entitled to draw retirement pay from one of the Services as well as his 
consultant's fee. In those cases the certification should read as 
follows: 


"I certify that for the days covered by this report, 
during which I performed services as an intermittent 
consultant on a fee basis with the Central Intelligence 
Agency, I have not received nor will I claim compensation 
from any other Government agency with the exception of 
retirement pay from the United States Navy." (Army or 
Air Force can be substituted for Navy as appropriate. ) 


20 This certification was suggested by the Chief of the Fiscal 
Division and has been concurred in by the GAO representative. It would 
seem appropriate to amend Regulation WM accordingly. 


25X1A 
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LAWRENCE R. HOUSTON 
General Counsel 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


30010-9 


TO : Acbing Chief, Organization & Methods Service DATE: 7 February 1952 
FROM + Deputy Comptroller 


SUBJECT: Revised procedure for requesting overtime approval 


1. In line with our recent discussion, we have distributed 
the attached memorandum to all Administrative Officers to give 
effect to the revised procedure for requesting overtime approval. 


2. We would appreciate your taking such steps as are neces- 
sary to provide for appropriate incorporation of the attached in 
25X1A the [lMseries of the Administrative Regulations. I believe that 
the inclusion of the attached, subject to such format changes as 
you believe necessary, will provide adequate instructions to 
operating officials. We will be glad to be of any further assis- 
tance that you may find necessary in this matter. 
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MEMORANDUM — 30 January 1952 


| TO ¢ All Administrative Officers 
FROM : Comptroller 


SUBJECT: Requests for Approval of Overtime 


1. Reference is made to Agency Regulations i Sections, A, Q, R and 25X1A 


25X1A V(1)(e), and HEM concerning overtime and holiday work. The purpose of this 
circular is to issue revised instructions simplifying the present procedure for 
| requesting approval for work in excess of )0 hours per week. 


2. Advance approval for overtime must be secured from the Finance Office 
for all continental U. S. employees. Requests for both vouchered and unvouchered 
employees should hereafter be forwarded to the Budget Division, using separate 
forms for each. Approval is also required if compensatory time is to be granted 
in lieu of payment for overtime. Request for approval for holiday work must be 
submitted on a separate form with complete justification for such requirements. 


3. In order to reduce to a minimum the workload required of requesting 
offices, the following changes in the existing procedure have been effected: 


ao A single request may now be submitted to cover up to four pay 
periods in advance. In those instances where it is not possible to forecast 
normal overtime requirements four pay periods in advance, an estimate may be 
submitted for a lessor number of pay periods. It is necessary that the request 
clearly indicate requirements broken down by the pay period covered by the re- 
quest. 


b. Only the estimated number of employees and the estimated number 
of hours required for overtime work need be shown. Information concerning grade 
and title of employees is omitted except as a part of the justification as indi- 
cated below. 


c. The listing on a copy of Form No. 32-3 of the names of persons 
actually performing overtime and hours worked will no longer be required. Such 
information will be secured by the Payroll Branch from the "Time and Attendance 
Report." 


h. The present Form 32-3, "Request for Approval of Overtime," will be 
revised in accordance with the simplified procedure. The old form should con- 
tinue to be used until the present supply is exhausted, but its use should be 
modified to reflect only the information required under the new procedure. 


5. It is recognized that the information under "Estimated Hours and 
Number of Employees" is an estimate, but it is urged that each office review 
overtime requirements carefully in order to develop as accurate a forecast as 
possible. Consideration should be given to anticipated variations in workload, 
personnel leave schedules, and other factors which may cause fluctuations from 
pay period to pay period. If it appears necessary to increase an estimate 
already approved by the Finance Office, a supplemental request should be sub- 
mitted. 
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6. Under the simplified procedure, it becomes even more important that 
requests indicate, concisely but adequately, the reasons why overtime is neces- 
; sary to meet the requirements of the respective offices. Justifications should 
| clearly state the purpose for which overtime is to be used, in general the type 

of personnel involved, and the reason why the work cannot be completed during 
normal working hours. 


7- In addition to a copy to be retained by the Budget Division, a copy 
of Form 32-3 should be prepared for each pay period listed on the Form. This 
will permit returning to the requesting office sufficient approved copies in 
order that a copy may be forwarded to the appropriate Payroll Branch of the 
Finance or Fiscal Division with each set of time and attendance reports for the 
applicable period. 
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Office Memorandums “exittin STATES GOVERNMENT 
25X1A ae ; ———EEEas| Advisor for Management DATE: NOV G 1954 


FROM : General Counsel 


SUBJECT: Revision of CIA Regulation No. ol 25X1A 


1. Subsection ), of Section K, entitled "\ilitary Leave! 
25X1A of the proposed CIA Regulation MM provides in part: "im- 
ployees directed by a local drai't board or a reserve unit of 
the Armed Forces to report for physical examination will be 
granted leave with pay for the required period, not to exceed 
eight hours." 


2. Section K-l as proposed, is evidently an adaptation 
of the amendment of June 26, 1951, to the Federal Personnel Wee 
Manual. This provision states: "Agencies shall grant leave 
of absence to employees for the purpose of entering, determin- 
ing physical fitness to enter » or performing training duty in 
re Armed Forces of the United States." (Z1-375, Section 35.2 
(b 


re oe a 


Note that no mention is made of what type of leave shall 
be granted. ‘his may be attributed to the fact that this lang- 
uage was in turn adopted almost verbatim from Public Law 51, 
Section 9(g)(3), which, referring to enployees in general states: x 
"Any employee ... shall be granted leave oi absence by his em- 
ployer for the purpose of being inducted into, entering, deter- 
mining his physical fitness to enter ... the Armed Forces of 
the United States." 


3- Federal Personnel Manual (LI-7) provides that 'milj- 
tary leave of absence with pay is granted for the purpose of 
training prospective member of the Armed Forces for active duty." 
Military leave 'with loss of pay, time, or efficiency rating" is 
granted for specific periods » duties and based upon specific 
statutory authority which are enumerated in detail. Nowhere is 
express authority to grant military leave to "employees directed 
by local draft boards to report for physical examination." lir. 
Herman C. Davis in the office of the Civil Service Commission 
which drafted the amendment referred to above, states that to 
give military leave for the leave of absence mentioned in the 
a amendment would be "100% wrong" as military leave has a specific 
ae meaning. We are obliged to concur in this opinion. 
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h. If military leave cannot be granted for this purpose 
the question arises as to whether or not another type of compen- 
satory leave may be granted. Speaking to several officials 
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within the Agency it has been found that the policy in this re- 
spect in the past has not been clear. Some oifices prant "ad- 
ministrative leave," others annual leave, perhaps still others 
leave without pay. Mr. Davis suggested that those who have in 
the past granted annual leave for this purpose would be on 

safer grounds as far as the Comptroller General is concerned, if 
they continued this practice rather than granting "administrative 
leave." "Administrative leave" in the Federal Personnel Wanual | 
is likewise granted for specific purposes among which no mention 
is found of leave for physical examinations for the purpose of 
entering the Armed Forces. 


5. We suggest that since the amendment to the Federal Per- 
somel Manual which initiated the proposed revision in our regu- 
| lations, does not state what type of leave is to be granted or 
whether it is to be with or without pay, that the question will 
eventually be referred to the Comptroller General. Unless adinin- 
istrative policy determines that we would not object to being the 
one who has to plead this case to the Comptroller General, we 
should, until such time as a determination is made, grant annual 
leave or leave without pay for this purpose. We should definite- 
ly not grant "military leave" for this purpose. 


6. Section K(2) of the proposed draft provides: "members 
of the National Guard will be granted military leave with pay 
without cnarge to annual leave on all days of service to which 
they are ordered by competent authority." This terminology is 
vague and could be construed as granting military leave with pay 
to members of the National Guard during the entire time a Nation- 
al Guard unit was called into active service. We are not wor~ 
ried about this happening since the Comptroller General in 20 
Comp. Gen. 150 stated, "all military leave of absence with pay 
is limited to periods of annual training as distinguished from 
active duty." We fail, however, to see the purpose in supple- 
menting K(1) with K(2) which apparently covers the same situa- 
tion with preferred terminology. 


7. We suggest, therefore, that Section K(2) be omitted 
and that Section K(1) be amended to read as follows: 


Military leave for training purposes only for- 
Zer-parade-or” éncampment--duty withthe" Nationa: 
-Guard-of--the-District” of Columbie}, not to exceed 
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fifteen calendar days in any one calendar year will 
be granted with pay without charge to annual leave to 
members of reserve ‘components of the Armed Torces of 
the United States. Saturdays and Sundays will be in- 
cluded in the fifteen calendar days leave period only 
when such leave includes the preceding Friday and the 
following Monday. ! 
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5 December 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT : Revision of CIA Regulation No. — Time, Leave and Pay. 


1. The revision of CIA Regulation No RB wes requested by the Comptroller's 
Office. 


(a) Simplify the procedure for Time and Attendance reports submitted 
on behalf of consultants. 


(b) Provide for granting leave without charge to annual or sick 
leave to employees directed by local draft boards to report for physical 


examinations. 


2. Revised drafts were submitted to the following Offices and with the ex- 
ception of 00 and General Counsel all have concurred without comment. 


Concurrences: 


Comptroller OSO 
Admin. Services OPC 
Commo OST 
Personnel OCI 


3. The General Counsel and the Office of Operations both commented on::the 
present provision granting military leave for members of the National Guard. Upon 
receipt of his memorandum of 6 November, the General Counsel's Office was again 
contacted and it was ascertained that members of the National Guarc of the District 
of Columbia will be granted military leave in addition to the standard 15 days 
allowed for training purposes for parade or encampment duty. The attached draft 
has therefore been revised accordingly. 


4, General Counsel's comments regarding leave for personnel requested to 
report to draft boards for medical examinations is being made the subject of 
separate memorandum. 


5. Recommend approval of the attached. 
Lb wo 


wk 


Advisor for Management 


attchs. 
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CENTRAL INTELLIGENCE AGENCY REGULATION ts 


(2) Two copies or extracts of the Armed Services orders will be given to the approp- 
riate Time and Attendance Clerk to be submitted with the first Report showing 
military leave. If leave extends beyond that reporting period, additional mili- 
tary leave should be reported on subsequent /Form No. 34-427 and a reference 
made to the first Report submitted. 


(3) Time and Attendance Clerks will include under "Remarks" on/Form No. 34-427 in- 
clusive hours of holiday, overtime or compensatory time worked by each employee. 
A statement should also be made as to the period during which lunch was observed. 


(4) When night differential is claimed, /Form No. 34-427 must indicate the employee's 
tour of duty. 


(5) Correspondence pertaining to unauthorized absence must be furnished the Finance 
Office in support of [Form No. 34-he/ on which AWOL is reported. 


(6) Time and Attendance Reports submitted on behalf of experts or consultants em- 
ployed under Personal Service Contracts must reflect actual hours worked. 
The following certification will be signed by the expert or consultant on the 
reverse of the Time and Attendance Report: 


"I certify that for the days covered by this report, during which I was en- 
ployed, I have not received nor will I claim compensation from any other 
Government Agency, unless otherwise noted." 


Designations 


(1) Office heads will submit to the Finance Office on Form No. 34-35 separate lists of 
persons authorized to: 


(a) Receive and distribute salary checks. 
(b) Certify the correctness of, and submit Time and Attendance Reports. 
(c) Request approval of compensatory time or overtime to be worked. 


(2) Items under (a) and (b), above, will be forwarded to the Fiscal Division, Finance 
Office; items under (c), above, will be forwarded to the Budget Division, Finance 
Office. 


(3) The above lists must be kept current at all times. 
Native and Foreign National Employees 


This Regulation should be used for administering leave and payments to native and 
foreign national employees at overseas installations insofar as it is not inconsistent 
with local laws and practices. Any deviations required by local law or practice must 
be reported to the Finance Office and approval obtained before action is taken. Such 
report must furnish recommendations and a copy of the applicable law or regulation. 
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(3) Form No. 37-3 will be initiated by Offices when LWOP for 60 or more calendar 
days is recommended for approval. Standard Form No. 50, Notification of 
Personnel Action, will be issued when such leave or an extension or renewal 
thereof is approved. 


(4) Em loyees who are granted an extended period of LWOP (60 days or more) will 
ID & Pp Ni 5) 
prior to the beginning of such leave, execute Form No. 34-30. 


K. Military Leave 


(1) Military leave for training purposes only, not to exceed 15 calendar days 
in any one calendar year, will be granted with pay without charge to annual 
leave to members of reserve components of the Armed Services of the United 
States. Saturdays and Sundays will be included in the 15 calendar days 
leave period only when such leave includes the preceding Friday and the 
following Monday. 


[ (2) Members of the National Guard of the District of Columbia Will, in addition 
to K(1), above, be granted military leave with pay when ordered by competent 
authority to report for parade or encampment duty. 


(3) Applications for military leave will be processed in the same manner as 
applications for advanced annual leave. 


L. Court Leave 


(1) A permanent employee who attends court as a witness on behalf of the United 
States or the Government of the District of Columbia, or for jury duty, ina 
State, District of Columbia, or Federal Court, is entitled to his regular pay 
while absent from duty, and no charge for leave is made. Evidence of attendance 
at court and evidence of receipt or non-receipt of fees are required. Appli- 
cations for court leave will be processed in the same manner as applications 
for advanced annual leave. 


(2) It is Agency policy to encourage jury service wherever possible without serious 
interference with Agency operations. An official Agency request for an excuse 
from jury duty will be made only on the basis of unusual pressure of work, 
security of operations, or other adequate official reasons. Except for se- 
curity of operations, normally a postponement rather than an excuse from duty 
will be made. Requests for excuse from jury duty or postponement will be for- 
warded through the Office head concerned to the General Counsel for action. 


7 (3) Annual leave or LWOP will be granted when an employee is absent from duty 
because of private litigation. 


(4) An employee may be granted court leave if the value of his testimony rises 
from his official capacity. 
25X1A 
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Office Memorandum * UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 11 October L951 


THRU : Comptroller APPLE 
FROM 1 Chief, Fiscal the, 


SUBJECT: CIA Regulation No. Re] 25X1A 


1. Subsection U. (6) of the subject Regulation reads, in part, 
as follows: 


"Time and Attendance Reports submitted on behalf 
of experts or consultants employed under Personal 
Service Contracts must reflect actual hours worked 


and_be certified by the Office head supervising 

the expert or consultant. * * *" 

(Underscoring supplied) 

ea. It is recommended that the quoted Subsection be revised to 

the extent of deleting the underscored portion. This recommendation 
is based upon the thought that a person designated by the Office head 
to certify the correctness of, and submit Time and Attendance Reports, 
under Subsection V. (1)(b) of the subject Regulation, should be 
qualified to certify Reports submitted on behalf of experts or con- 
sultants as well as other personnel of the particular Office. Also, 
it would appear that knowledge as to attendance, rather than position 
or Salary, is the principal requirement of the person certifying 
Reports. 


3. Adherence to the quoted Subsection has necessitated returning 
Time and Attendance Reports to the submitting Office since they were 
not certified by the Office head, even though signed by a person 
designated by him to certify Reports submitted on behalf of regular 
personnel of his Office. The revision recommended above would 
relieve this situation. 
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Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO : 
THRU: 
FROM : 
SUBJECT; 


Advisor for Management DATE: 14 August 1951 
Comptroller 
Chief, Fiscal Division 


Lateead 


Amendment to CIA Regulation No. isi 


Time, Leave and Pay 25X1A 


1. It appears advisable that CIA Regulation vo. Me: amended 25X1A 
by adding a subsection authorizing the granting of official leave for 
examinations to determine physical fitness to enter the Armed Forces. 

The subsection should read substantially as follows: 


Official Leave: 

Leave of Absence for purpose of determining physical fitness to 
enter the Armed Forces of the United States will be granted under / 5S 
the following conditions: Th, 


(1) Employees directed by either a local draft board or a reserve S66 |; 


unit of the :rmed Forces to report for a physical examination may be - 
excused without charge of annual or sick leave for the required period, Hoe 
not to exceed 8 hours. Time in excess of 8 hours will be charged to 

annual leave or leave without pay as applicable. 


(2) Time and Attendance reports will show the official leave 


under the caption "Other" and will be supported by a copy of the 
order directing the examination. 


25X1A 
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RESTRICTED grace - 22 october 1961 


NUMBER 


25X1A 


CENTRAL INTELLIGENCE AGENCY RUGULATIONS 


Ke Military Leave 
(1) Military leave for training purpod Pt Orthys mo4-eQ,exceed 15 calendar days 


in any one calendar gear, will be granted with pay without charge to 


annual leave to members of reserve components of the Armed Services of 
the United States, Saturdays and Sundays will be included in the 15 
calendar days leave perlod only when such leave includes the preceding 
Friday and the following Monday. 


, ee : Clehigtet be mp EZ, 
out charge bo anatat. teaye/o on. all days of service to which they are ordered 


S é Se ? ve, oe aad “ Be! Jets ke fii we OA 


i 
(2) Mombers of the National ss 2a will, pe erantet midi tary leave with pay with , 
i 
| 


by competent: authority. Boi Stone” It aa - eee . 
Be hepiont bs wey : 4 De ete nak ee Pa 

(3) Applications ‘fox! ml atone leave ‘will be processed in the’ same ieee: “ae 
applications for advanced annual leave, 

f (4) Employees directed by a local draft board or a reserve unit of the Armed 
Services to report for physical examination will be granted leave vith ay 
for the required period, not to exceed eight hours, Time in excess of 

elght hours will be charged to annual leave or leave without pay as 

applicablo./ 
a ee a 
U. Time and Attendance Reports (Standard Form No. 1130) 

(6) Time and Attendance Reports submitted on behalf of experts or consultants 
employed under Personal Service Contracts mst reflect actual hours worked. 
£7 The following certification will be signed by the expert or con- 
sultant on the reverse of the Time and Attendance Reports 


wy ai srlo that for the days covered by this report, during which I 


employers I have not received nor will I claim compensation from 
Hee other Government Agency, unless otherwise noted." 


RESTRICT“ 
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* OA Teac teabien Ye "yeaa 25X1A 
% do (see) comeue Tn bho above chau of CLA Pagudatlon pew dh. 
at.) concur dnt ; 


). As this now reads, if a member of a National Guard 
it would appear that he would 
I am sure this is not 


Except paragraph K (2 
Unit should be ordered to extended active duty, 


receive military leave with pay for the entire period. 
the intent, but the sentence should be clarified 


295X1A 


DAD/O = 6 Nov 51 25X1A 
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| Office Memorandum ¢ UNITED STATES GOVERNMENT 
TO 3 Advisor for Management DATE: 1 November 1951 
FROM ; Comptroller 
No. ie Time Leave and Pay 25X1A 


1. Reference is made to your memorandum of 
22 October 1951, subject as above, requesting comments 


i 
SUBJECT: Revision of CIA Regulation 
on the proposed revision. 


2. This office concurs in the draft as written 
and no further comments appear necessary. 


295X1A 


E. R. SAUNDERS 
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HS WREC TED Iwatt - 22 Uctober by 5L 


25X1A 
CHUNRAL LMUGNCY AGUUCY REGUAION _ = 


¥ 
ey 


Wilitary Leave 
(1) Military leave for training purposes only, pot to uxcead 15 ealendar days 
| in any one calendar year, will be granted with pay without charge to 
auinel leave to wmhers of reserve eamponents of the commed Bervices of 
the United States, Satardaye and Sundays will be included in the 15 
calendar days leave peried only when such leave ineludes the preceding 
Weidey and the following Monday. 
(2) embers of the National Guard will te granted militery leave with pay with- 
\ out charse to anual leave on abl days of service to which they are ordered 
a by competent authority, | 


a 


3) Applications for mili tery lenva will be proceased in the seme manner as 


“~~ 


applications for advanced annual leave. 


f (3) Rupleyees dirceted oy & local draft board or u reserve anit of the crmed 


fHarvices to report for physical, examination will be gracted Leave with pay 


’ 
* 


for the required period, vel to exceed sight hours. ‘Mime in exeeas of 
eight hours will be cherged to annul Leave or leave without pey as 


applicable ‘ J 


Time and dttendence Reports (Standard Yorm ho. 1130) 

(5) Time and Attendance Reporte subuitted on behalf of experts ai eonsul tants 
euployed under Personal Service Contracts must reflect eaetual hours worked, 
{J he following cortifieation will be signed by the expert or con- 
sultant on the reverse of the Time and Attendance Taports 

"{ certify that for the nays covered by this report, during which I 


was employed, T have not received nor will fT claiz compensation fron 
any other Government Ageney, unless otherwise noted.” 


aN 
ay" 
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1 do (seer) concur in the above changes of CIA Fugulation ro Travel. 95x1A 
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Office Memorandum a UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 30 October 1951 


FROM : Assistant Director for Communications 


SUBJECT: Revis'on of CIA Regulation Noo I Time, Leave and Pay 25X1A 


| le Under a memorandum, dated 22 October 1951, the Advisor 
for Management has submitted a proposed revision of CIA Regu~ 

| lation Noe ae for review and comment by this Office. 25X1A 

2e The Office of Communications concurs in additions cover~ 
ing Time and Attendance under K, Military Leave, paragraph |; 
and in the recommendations for deletion of provisions calling 
for certification by an office head as presently set forth under 
paragraph h (6). 
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CENERAL THTBLLIGENCE AGENCY REGULATION UR smalls 


KK. Wilitary Leave 


(1) Military leave for training purposes only, vot to exceed 15 enlendar deys 


in any one calenday year, will be granted with pay without charge to 
amueal leave to meghers of reserve siusouatte ox the .rmed Services of 
the United Stetes. Saturdays and Sundays will be included in the 15 
calendar days leave period orly when such leave includes the preceding 
Priday and the following Monday. 
=) (2) Members of the National Guard will be granted militery leave with pay with- 
‘ out charge to annual leave on ell days of service to which they are ordered 
by competent authority. 
(3) Applications Yor military leave will be processed in thea some manner as 
applicatinns for advanced annual Leave. aie 
- : Co Sage wd 
a (4) Enployees directed oy a local draft beard or a reserve (nL y of the Armed 
Services to report Yor physical exemination will ve granted leave with pay 
for the required period, not to exceed eight hours. ‘Mme in excess of 
eight hours will be charged to annual leave or leave without pay as 
applicable. / 
Mow GS KR RE HR HM 
U, ‘Time and Attendance Reports (Standard Form No. 1130) 
(6) ‘Time and Attendance Reports submitted on behalf of experts or consultants 
employed under Personal Service Contracts must reflect actual hours worked. 
f_/ he following certification will be signed by the expert or con- 
sultant on the reverse of the Time and Attendangeylepgrts 
"I certify that for the days covered ee ee }! ahying which I 


was employed, I have not received no conpensation fron 
any other Covernmment Agency, unless oth a 
ss ae exiss cap tads 
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MEMORANDUM FOR: ADVISOL “OR vaNAGEIET T 
SUBIECT: Revision of CIA Regulatior Yo, J tine, teave, and Pay 25X1A 


ATTACID TE? T; Memo dtd 22 October 1951 from Advisor for Management 
re draft revision of CIA Regulati 
evision o A Regulation | o5X1A 


This office concurs in the changes proposed in the attached draft 


revision of CIA Regulation 
7 © = 25X1A 


i XILSOURNE JOHNSTON 
Assistant Director For 
Policy Coordination 
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RESTRICTED 


25X1A 


CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER a 
1S Juve «9S 


3. TIME, LEAVE AND PAY 


A. 


Working Hours 


(1) The normal official working hours for all activities of the 
Agency are from 0830 hours to 1700 hours Monday through 
Saturday. /Office heads shall schedule Saturday duty for 
only those employees necessary to meet the requirements of 


their respective Offices. 


Approved: 


25X1A 


(Administration) 
Etsective + ¢¢ June aw | 
Rescinp oof e 
7 i 25X1A 
2Aecil sysy 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


ERTS PRECAST UP ASNT BM, PERRO Sau as ad ro, SER EM NTA TOOT ANDGT TETOR ECs asme eT eRe MTR POOR ARCO ee eee RSET? 


AR D0 SF 


y 


Approved For Releasé 2001/09/03 : CIA-RDP81-00728R000100130010-9., 
MAR G Jee 
MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT : Revision of CIA Regulation No. Postage Stamps 25X1A 
and CIA Regulation No. » Postage Stamp Controls 25X1A 
1. The attached revision of CIA Regulation No. BMlMlMltogether with  25X1A 
proposed CIA Regulation No. QJ represents a new procedure for 25X1A 


recording postage stamp activities, to become effective 1 April 1952. 

This procedure was developed jointly between this Office and the Comp- 
troller's Office and is designed to eliminate unnecessary reports and 

minimize the work load required for maintaining adequate records. 


2. Offices currently using postage stamps have been contacted and 
are in agreement with the new procedure since it eliminates the necessity 
of their submitting quarterly detailed reports. 


3. Formal approval has been obtained on behalf of the following: 


Comptroller 

Auditor-in-Chief 

Assistant Deputy (Inspection & Security) 
General Counsel (no legal objection) 


4, There is also attached proposed CIA Notice No. which calls 25x1A 
attention to the new postage stamp procedures and requires retiring 
Postage Stamp Custodians to transfer stamps on hand as of 31 March 1952 to 
the Chief, Central Mail Room. 


LZ 


5. Recommend approval. 
25X1A 


W. L. PEEL 
Chief, General Services 


Attchs. 


P.S. Major simplification is effected by accounting for postage stamps by total 
value rather than by each denomination and by eliminating cumbersome quarterly 
reports. Relative to the latter, you will note the Auditor-in-Chief agrees 
to the new procedure, 
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CENTRAL INTELLIGENCE AGENCY REGULATION | 
a LON ‘es 


le POSTAGE STAMPS (See CIA Reg. No. ——4| 25X1A 
Ae Postage Stamp Custodians are designated as follows: 


(1) CIA Headquarters 
Chief, Central Mail Room 


(2) Field Stations 25X1A 
Chiefs of Station or their designees, 


(1) The Comptroller is authorized to establish Imprest Stamp Accounts within 


Be Imprest Stamp Accounts 
: 

CIA Headquarters when necessary for operational or security purposes. 
1 


Ce Procurement 
| (1) Headquarters 
(a) The Chief, Central Mail Room, will procure postage stamps through 
the facilities of the Procurement and Supply Office. 
(b) Custodians of Imprest Stamp Accounts will obtain postage stamps from 
the Chief, Central Mail Roome 
Onn i 
(a) Chiefs of field Stations will procure postage stamps locally by 
purchase through petty cash procedures. 
| D. Controls 
| (1) Office heads » Chiefs of Field Stations and Stamp 6ustodians are responsible 
for maintaining adequate safeguards to ensure that postage stamps are 
| used for official business only e 
: | (2) Stamp €astodians will be responsible for maintaining records as prescribed 
| nf : in CIA Regulation No. i 25X1A 


29X1A 


i | Postage Stamps, 


I do om Concur in the proposed revision of CIA Regulation No 


29X1A 


| 
| 
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Security Information 25X1A 


CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER inate 
25X1A 


1 April 1952 
ia POSTAGE STAMP CONTROLS 


A. Appropriate personnel in each Office in headquarters will prepare a Postage Slip, 


Form No. 35-11, for all outgoing mail which requires postage. Postage stamps will 
be affixed by the Central Mail Room or by Custodians of Imprest Stamp Accounts, 
whichever is appropriate. Form: No. 35-11 will not be used in field offices unless 
| so authorized by the Chief of Station. | 

| B. Requests for Imprest Stamp Accounts 

(1) Requests for authorization of an Imprest Stamp Account will be prepared in 


memorandum form and submitted by the Office head concerned to the Comptroller, 


Request should contain: 

(a) A brief statement of justification, including reasons why mail requiring 
postage stamps cannot be processed through the Central Mail Room, 

(o) Estimated value of stamps required for no less than 30 and. no more than 
60 days. 

| (c) Name of employee to be designated Custodian of the Imprest Stamp Account. 


C. Maintenance of Imprest Stamp Accounts. 


(1) Custodians of Imprest Stamp Accounts will: 

(a) Remove the Forme 95-11 from the mail, affix postage stamps as required, 
and enter the value cf postage stamps used on the Forms 35-11. 

(b) File the Forms\35-11 with the stamps on hand. Total of amounts shown 
on the Forms N$85.12 plus the value of stamps on hand should, at all times, 
equal the amount of the Imprest Stamp Account as authorized by the 
Comptroller. 

(c) Upon authorization of an Imprest Stamp Account, procure postage stamps 
from the Chief, Central Mail Room in the amount authorized by the Comp- 
troller. Additional stamps will be procured by submitting processed 


i 
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Security Information 25X1A 
CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER ot 


°° 
Forms,35-11 to the Central Mail Room in exchange for stamps. 


D. Maintenance of Postage Stamp Daily Summary sheet. 

(1) The Chief, Central Mail Room and Postage Stamp Custodians in field stations 
will record postage stamp acquisition and disposition on CIA Form No. 34-13, 
April 1952, Postage Stamp Daily Summary Sheet as follows: 

(a) Enter balance of stamps on hand in the "Balance Column" on the first 
line of each page. 

(b) Record value of stamp acquisitions in the "In Column". OQ the same line, 
in the "Explanation Column", Stamp Custodians in field stations will 

nter $he ; Me pate goad areuchin) mamberd anol 
the Bhiaef, Bardrd mak Retr sill Le erm bon 

(c) Record value of stamps used during the day for official business in the 
"Qut Column" as a single line entry. 

(d) Reconcile, at least once a week, balance indicated on the Daily Summary 
Sheet with the physical inventory of stamps on hand. 

(2) Form No. 34-13, April 1952, Postage Stamp Daily Summary Sheet, is subject to 
audit by the Auditor-in-Chief or his duly appointed representative at his 


discretion. 


I do (op) conur in the proposed Regulation No. poe Postage Stamp Controls. ene 


25X1A 


aOe 
RESTRICTED 
Security Information 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


aa ae ra est ee CD 
Sa ea ee a ren Feline 2 Bea 
vis aT SIDE Lee CL TS ESTAS PP IS RTS SES aa ar PES ee 7a 
MIND er de tenes nanan AEM PLETAL ep POM NTR ere 
FOP aRLYRCS EN Oh G END rE doe Pape eet eed 


pions : - 0100130010-9 
Approved For Release 2001/09/03 : CIA-RDP81-00728R00 , 


if age 
RESTRICTED ed ar oy 
Security Informat: vion i 


YENTRAL INTELLIGENCE AGENCY REGULATTON NUMBER ZONA 
ats stam Ge ee 2 
4. POSTAGE STAMPS (See CIA Reg. lo, 


25X1A 
A. Postage Stamp Custodians are designated as follows: 
(1) CIA Headquarters 
Chief, Central Mail Room 
25X1A 
(2) Field Stations 


Chiefs of Station or their designees, 


B. Imprest Stamp Accounts 


i 


(1) The Comptroller is authorized to establish Inprest Stamp Accounts within 


CIA Headquarters when necessary for operational or security purposes, 


C. Procurement 
(1) Headquarters 


(a) The Chief, Central Mail Room, wil procure postage stamps through 


the facilities of the Procurenent, and Supply. Office. 


(b) Custodians of Inprest Stamp Accounts will obtain postage stamps from 
the Chief, Central Mail Roome | 


© ri : 2x 


(a) Chiefs of field stations will procure postage stanps locally by 


purchase through petty| cash procedures, ; 
‘ if i Hy i 
D. Controls 

on 
Chiefs of Field Stations and, Stamp custodians are responsible 


(1) Office heads, 
for maintaining adequate’ sateguands to ensure that postage « dtamps are 


used for official busihess only. | / : i 
I if 
i (2) Stamp custodians will be rebponsible £or/ 


| in CIA Regulation ‘o 


fic f 


maintaining records 'as prescribed 


! , 25X1A 
t ; 
{ . : 


4 i ’ rf 
0 att concur in the proposed revision of CIA Regulation No. 
co 
| 


Postage Stamps ,25X1A 


ye 


ae 
\ 
\ 


| 
! 
' 
| 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


apbréved For Release panied RES BRR PEA RPRO00 10013001 0-9 


SECURITY INFORMATION 


To : Auditor-in-Chief 29 February 1952 


Fron : Auditor 


Subject: CIA Regulations Nunbers Postage Stamp 25X1A 


Control 


In accordance with your request, the following comments with respect 
to the postage stamp procedure proposed in the attachment are submitted: 


The procedure appears unnecessarily cumbersome and 
burdensome considering what is involved. While the 
requirements of the various offices in this connection 
are not definitely known, it is understood that in 
most instances they are nominal. Accordingly, should 
not stamps be isstied upon requisition by office and 
division chiefs in a manner similar to office supplies 
which involve a far greater value and, often, equal 
susceptibility of diversion? It is suggested that 
such requisitions be certified as to necessity for 

use in the Government service, and that custodial 
arrangements be made the responsibility of the 
requisitioning officiel who should limit distribution 
within his office to a minimum of strategically 
located individuals. 


ILLEGIB 


25X1A 


MAR 1 1959 
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25X1A 


CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER i Re 


4, POSTAGE STAMPS (See CIA Reg. No Si Pea? 


| 25X1A 
A. Postage Stamp Custodians are designated as follows: 
(1) CIA Headquarters 
Chief, Central Mail Room 
25X1A 


(2) Field Stations ( 
Chiefs of Station or their designees. 


B. Imprest Stamp Accounts 
(1) ‘The Comptroller is authorized to establish Imprest Stamp Accounts within’ CIA 


Headquarters when necessary for operational or security purposes. 


C. Procurement 


(1) Headquarters 
(a) The Chief, Central Mail Room, will procure postage stamps through the 


facilities of the Procurement and Supply Office. 


(b) Custodians of Imprest Stamp Accounts will obtain postage stamps from 


the Chief, Central Mail Room. 


(a) Chiefs of field stations will procure postage stamps locally by purchase 
through petty cash procedures. 


D. Controls 


(1) Office heads, Chiefs of Field Stations and Stamp custodians are responsible 


for maintaining adequate safeguards to ensure that postage stamps are used 


4 for official business only. 


Me (2) Stamp custodians will be responsible for maintaining records as prescribed 


in CIA Regulation Noi 25X1A 


" I do (met) concur itn the proposed revision of CIA Regulation No. =. Postage Stamps. 25X1A 


29X1A 
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Security Information 25X1A 
CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER iaaneen 
Tae 1 April 1952 


30-4. POSTAGE STAMP CONTROLS ae 


A. Appropriate personnel in each Office, will prepare a Postage Slip, Form No. 35-11, 


the Central Mail Room or by Custodians of Imprest Stamp Accounts, whichever is. 
1 Aah Y 4 , if ate : é ie ee - a ak ne : cttapt tel 
appropriate ’ [ ' [ ’ ; 7 } ‘ fowfe = ; 


‘ a 


“UE fhe t Pye a wt re se \ 


a] 


for all outgoing mail which requires postage. Postage stamps will be affixed by 
: B. Requests fox taaeest Stamp Accounts 
| (1) Requests for authorization of an Imprest Stamp Account will be prepared in 
| memorandum form and submitted by KX the Office head concerned to the Comp- 
troller. Requests should contain: 
(a) A brief statement of justification, including reasons why mail re- 
quiring postage stamps cannot be processed through the Central Mail 
Room. 
(b) Hetedmeted value of stamps required for no less than 30 and no more 
: than 60 days. 
| - (c) Name of employee to be designated Custodian of the Imprest Stamp Ascent: 
C. Maintenance of Imprest Stamp Accounts. 
(1) Custodians of Imprest Stamp Accounts will: 
(a) Remove the Forms 35-11 from the mail, affix postage stamps as required, 
and enter the value of postage stamps used on the Forms 35-11. 
(b) File the Forms 35-11 with the stamps on hand. Total of spouse shown 
on the Forms 35-11 ae the value of stamps on hand should, at all times, 
equal the amount of the Imprest Stamp Account as authorized by the | 
Comptroller. 
(c) Upon authorization of an Imprest Stamp Account, procure postage stamps 
from the Chief, Central Mail Room in the amount authorized by the 
Comptroller. Additional stamps will be procured by submitting pro~ 


: : _ cessed Forms 35-11 to the Central Mail Room in exchange for stamps. 
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NUMBER 


1 April 1952 


D. Maintenance of Postage Stamp Daily Summary Sheet 


(1) 


(2) 


The Chief, Central Mail Room and Postage Stamp Custodians in field stations 


will record postage stamp acquisition and disposition on CIA Form No. 34-13, 


April 1952, Postage Stamp Daily Summary Sheet as follows; 


(a) 


(b) 


(4d) 


Enter balance of stamps on hand in the "Balance Column" on the first 
line of each page. 

Record value of stamp acquisitions in the "In Column". On the same 
line, in the "Explanation Column", Stamp Custodians in field stations 
will enter the petty cash voucher number and the Chief, Central Mail 
Room will BHKK enter the requisition number. 

Record value of stamps used during the day for official business in 
the "Out Column" as a single line entry. 

Reconcile, at least once a week, balance indicated - the Daily 


Summary Sheet with the physical inventory of stamps on hand. 


Form No. 34-13, April 1952, Postage Stamp Daily Summary Sheet, is subject to 


audit by the Auditor-in-Chief or his duly appointed representative at his 


diseretion. 


I do (wet) concur in the proposed Regulation io i, Postage Stamp Controls. 


25X1A 
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Security Information 


14 December 1951 


MEMORANDUM FOR: Deputy Director (Administration) 


SUBJLCT: Postage Stamp Disposition and Summary Report 


1. The attached report of the Comptroller has been studied 
and this Office concurs in the recommendations contained therein. 
Coordination and approval has been given by the following offices: 


a. Administrative Services 

b. Office of Policy Coordination 

c. Office of Special Operations 

d. Personnel Office - Military Personnel Division 

e. Office of Inspection and Security 

f. Office of Operations - xy STATSPEC 
& Office of Operations - Contact Division 

h. Training Office 

i. National Security Counsel 


The proposed procedure willeffect economies of operation by the 
elimination of time consuming quarterly reports. 


e. Attachment A is a proposed revision of CIA Regulation 


ME 2.0. Attachment B a proposed notice to accomplish transfer 
of stamps currently on hand. 25X1A 


25X1A 


Deputy Advisor for Management 


RESTRICTED 


focurity i\ilermatian 
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DATE: 


| 
| 


TO : Advisor for Management 
FROM : Security Officer, CIA 


SUBJECT: Proposed Notice: Departmental Stamp Custodian 


1. We are returning the above notice and procedure without 
action, at the request of Mr. MB othe originator, because the 
following pertinent information cannot be furnished at this time: 25X1A 


a. Why postage is necessary instead of franked 
| mail in cases where disclosure of CIA as the addressee 
is immaterial; 


b. Postage is presumably required in those cases 
where Agency identification is not to be disclosed or 
it is desired to limit knowledge of the addressee. In 
such cases, it would appear inadvisable to route letters 
to a central mail room for postage. 


2. Perhaps the solution to your problem is the establishment 
of a stamp fund in the various offices to be renewed at periodic 
intervals. But without more enlightment, we are unable to give any 
opinion one way or the other. 


25X1A 


SHEFFIELD EDWARDS 
Colonel, GSC 


Enel: 
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: Restricted 
Security Intormation 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 
NO. 


SUBJECT: Departmental Stamp Custodian 


1. Hffective 1 January 1952, departmental mail requiring, postage 
will be processed or accounted for through the Central Mail Room. 

2. The Chief, Central Mail Room is hereby designated as Departmental 
Stamp Custodian vice Stamp Custodians for the various offices of the Agency. 

3. The retiring Stamp Custodians will transfer the stamps on hand 


as of 31 December 1951, to the Chief, Central Mail Room on or about 1 January 


1952. 


I dq_tyett concur in the above notice. 


25X1A 
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RESTRICTED 
Security Information oBXIA 


CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER lee 


4, Postage Stamps 


: 
| 


A. Procurement 


Departmental vouchered mail will be processed through the Central Mail 
Room. . The Mail Room will procure postaye stamps through the facilities 
of the Procurement Office.) 

é 


(2) Field 


Chiefs of Field Offices will procure postage stamps locally by purchase 
through petty cash procedures. 


ff 
(1) Departmental 
| 
| 
B. Controls 
Stamp Custodians and/or Chiefs of Field Offices will be responsible for main- 
taining adequate safeguards so that postage stamps will be used for official 
business only. 
C. Reports and Records 


Staup Custodians will be responsible for maintaining records and reports as 
prescribed by the Comptroller. 


I do fat) concur in the proposed revision of CIA Regulation vo. 25X1A 
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As Erdeurenent 
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(2) Fiend | 


Chiwts ut Field Offices will procure postage staupe ioteliy by purchase 
through petty dash provedures. . 
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i do feet) concur in the proposed revision of OLA Reculatios Se, | 25X1A 


25X1A 
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. SECU ty Information 


-25X1A 


CENTRAL INTELLIGENCE AGENCY action 


4. Postage Stamps 
A, Procurement 
(1) Departmental 


ie erg 
F Departmental vouchered mail will be processed or accounted for through 
the Central Mail Room. ‘The Mail Room will procure postage Seamips through 


2 the facilities of the Procurement Office. 
| (2) Field | 7 

| Chiefs of Field Offices will procure ‘postage BLAMpS: locally by purchase 
through pétty cash procedures. 

| | B. Controls 


Stamp Custodians ales Chief's of Field Offices will be responsible for main- 
taining adequate ma at so that postage stamps will ne used for officie., 


business only. 


Cs Reports and Records 


Stamp Custodians will be responsible for maintaining records and reports as 
prescribed by the Comptroller. 


I do (Not) concur in the proposed revision of CIA Regulation vo 25X1A 


25X1A 


SMEARED ST Dna sangre ree saeco eee wane cree aps tuemene gy ager ee ee 


i 


oT OL viel ESE SEEM Sp kN ANS PALS pang ZEAE 1, AE RRR Mie se HWS Rc NN DEI PSEC am 8 ANG SEE Negi a 


eo ‘Approved For Release 7 0014/09/03. 


Pedy oni ee 8 Approved For Release 2001/09/03 : CIA-RDP81-00 28R000100130010- 9. 
| eee ae ers ; | | pilihetersduibe 


Roary 4. be Peal ses goste bd. nas 
2 . CTRL, ACME ACNE Y 
Wiki kebos we, 


hd ie 

Hide 

Ggese es? og tawn bad ecigay Cum bad 

I 

be owt @aatdoe 2 duchy Ao daryaee thud Ga degen dk, gee May a 

; 4 

: uh : : F EN gob mony A i 

dodo tel yous BUG ae Bao Das thiensdle Gd beh ee BAL ous 

&. ‘bes Caled’. Gemieomk MaljZ soca de Ava@oy Aasiggated ha Muga Reine as Bend, 
ditwey Castowklean vidw Ota, Gastocdina Macy tite o Verdc afthews af Shed ayyacry . 
. _ 

4 Sew Ita uated dae WALL Gress Gee. Btamps Bay dektish 


sae AyiGh her Waa Goda. Tamaieak Mk Mc Gk i munpet dh Bates ye 


. oe ay \ 
: \ ees 
: . t 
f 
! 
. . 
; ‘ ee Rea ae Gk pylen Sho Seerat ee ia Niet fe Find: a Cevattyand ay sos F% GoeH 
A odo yak pp oa An Bink daceewer a2 aed 
25X1A 
d 
i ‘ “ — AAMAS R EN NOME LAKH OR FRR rrae-veenaed HH ce ean Eee Mg 
i ; 
{ , 
\ 4 
‘ | 
‘ i : 
FS ; 
i 
4 
| } | 
i 
oa ! 
Le : 
poo af 
: 
ib 


wit Re aD dod ONENESS MY ER HM APARNA AVE TPAD SN AS AY RATTLE GEA PA NR ACA 


‘Approved For Release 2001/09/03 : Cli¥eREAR& O07 28R000100130010-9 
| Sea ty Dnlie ci tio 

_— CABAL DITRLLIGEICE sONeY 
Washinton D.C, 


RODLOE 
NO. 


GUEVEOT: Laps tmental shiamp Cugtadias: 


i. €tfective Lb Jeoaary LySB. depuctogotal mali mequirias pomtea 


| , 4 | Wil be processed. on necoutend Por Biheaah Gin Genatirad Male hoc, 

@. The Under, Ganiea Mod. coor te heseuy designated tity Logg y eae Ged 
| bauny Vustodiea view Guage Cusiodians Pia the vaerkuius ofVieas of tha Agemey. 
i _— 3. hee cetirdla, Giaup Costediaua WLLL branevex bho Stange oa bth 


ah of Sh Ragawber yok, ta She WORD, Goobril bik sce Oh ar goows 2 dermuaaty 


1552. 


Lode SO) coucie dg the aeave uotiee . 


25X1A 


a 


SESE 0 


ear 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 


RestRicrgp 
Seturaty Luatoemat lad 


CHNTHAL TNTRULIGENGS AGUNCY iGULGrION Rae ane 
eee eaenernnntmnee eee va ennnaanatternit Pree bere es eee ne ee hth biadl bh edna itt bitte latina main tnsnmeaitibininintiid. -.abamenseiien dmemdeie etn t eae gee : 


4. Bostage Stamps 


By SO oma 


Cat 


(4) Departaental 

Hepa taner tea) WouGheeG Kel, WILL be processed throws eke Cecank Baia 
iScneae inet Muii doom while progure powiae whamge Visuigk we Taellicdes 
of the Promatumernt WxeLed : } 

(2) Pioks 


mhets od Fuad Oki bes 


O8 WAL prutuee podbaok gieuape Lees iy hy purehase ; 


POeANE REN 

ae sehigs “ce saying RB ms gh go aa fy 1 eM dyad Sy ee Pe ars J dag fy +5 4% Pi y ~ "4 

a aid bau sotemaies ie f a. Wi net Goad ied GEeiees wid be weapunedede for mada~ 
tadodog CAEQBUVe PDR ards GO Mtl poskage Stampa wiih oo used fox olfiedar 

waslowse only. | —- 


Rtgorks ad hecaerds 


Cede guy Pe we feng d tay pe et be re cunuece’s . Be asd Teer Learn peter es 
tenn Gevi totais Wh Ge peaiwasdlinde Tox HRA eR BO YeOUPLS ous 
progerioad oy the Comptrulber, ! | | 


, Tt ys : sales ec tertate! sie 2 pee. Pueme  re ery: r i pare x M er Oa } | 
3 odo (meer cemtur in the proponed revighow of OTe. Bye thas « 25X1A 


/ ; . 
; 


25X1A 


UN Le So ane nae Ami renee ant 


SIAR Te ESN NA i MSR ae BEST 


Ay 


tae 


Approved For Release 2001/09/03 : nardp8eb0728R0001 
Sumebated Wye Laat sa rani is, 


CaaS DE beat Ah 
Weta laste Ts, 


25X1A 


BO as 


fey Maan tee Li catia xe ROMO Ge: 


AMtpetivea 2 duiasuey Miya deycortuaeuaaad sekk sebaed ida, gu hate 


ae an by dno Mende ein, & GXe Dee See ae 
Lv ie Aorta sea Bey sonata F Hid feta G. eats OED © 


e nay 


bea Shp banat eae yh 
& Paes | See, Ae 


M4 aU bo gens ey ate se acuag d ‘ sig 2 ome tos 
g. Gl Wolf, a AHS iy SER, Ri OS RAM LG RG ck Seda RRs Ooh k, 


Uitte GI PAR US taaisp Kotade el ad tan Wat daa wal hea cdl Ger AgniOy » 


ratte hay oka 


1 Yh wea Pe wed og - 
at * pier) NES OS hah 


ma ood BL iNa@einiene Qt te da Uae, Gated kk hee k AL 


Gopi 
AGE Rat > 

, ¥ yon 8th a4 ahs wh Sun, Ve py ats ae a a 
Lodo tee concar dae Bae soya soddoe. 


25X1A 


nahi Sate ord Vee aha oS RCT AER RRA RAHEEM de ee pel AGA Nek ROAD Le RI ND ae Hoan tbe hassel eed LRH 2a. Sabbath Le 


ate 


i Tre oe ee Be Ga | 

j Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 

Re oor | AIC LE 

. oagucaby Laturiarbiag : . 
eae ni awa tomcat | 25X1A 


i 

; a Whip Gary yey aaah F , | 

! tied pide ab ie OWE SEY Ms Hibadad ts aed Seay to din dat halted the % Sind Lad ay higgh f A earn 

i Ty aA URN Ah er Of ter yomaly Wty! AY on aCe nen ata setetmedinabaten Rtn ber re HS mT EE Lente tated Wb et Inthe AA ag a eisai hig ist 144A AL oR Pow e-ventiisatamitereeen acini 
j e he egal Meg % , : 

ta att Ba aaa 


See Etat ea 


th Rey Se eerebead, 


AAR HG te Lok, WEARER, EL WL for Memb, Mba ily oti BS 
ima. Via Mid a WL preure podads 2 ep tid ga e Ati, Ch hie Pa eae 


wat bite say AC 8a HIRES Baer oe ; , 2 


Peak a4 ee 
ep PEER 
BoE ee aay aa f ‘i wid Tele plate ge cee y 95,1 «ha gy : 
rhihe Sih Ol Rod Er Wa geet nom banaie Rate Load dor day ovewan tuna 
Seas gah ea. pwns . 
B. Qeebecda 


(awe Sona Sak alerts teat ‘oy Ohlele uk Feat Gio wih tar oosugneliad 
Bhindi wieduate safe aartia ao ites pubibes GbOe we BLA ler ven 25a 


A . 
cei Loaeia Teed a » 


s 
Ree 


: . Pye ap wee amply Sicgidat Gat ee ig a . 
ers BR Ade a ‘alt TAS RMA RROES TaD ere oka genie Sa RSS Aah 


2 Nt aleomy ore ia ¢¥ wee 2 en ae ee : om 
By staal i ms ie a Wedd. Se Ae 
eae red ieee i bury 


Ns 


25X1A 


ye oe 


5 HE pdtegty age ee a ie Oe re ae wy 
WO, RSV a de A REE oR Ba. 


Aa GRE gis 


Approved For Release 2001/09/03 : Claim bes: 8R000100 
SHORE A GY RETA 


EAL THRU LGB BOe kay 


Worhiovteo 2. a. nn 25X1A 


BOTT i 
ie 


Sa? ¢ Death tats Cau bade dts, 


ke. S&feetdwe 2 dairy yok, Gegeartumesitial Gud week ase. pn Get 


WAAL We preeeaged co aitdounbed far trocgeagie Ga Vanebrak hed 


COTA n 


” 


@. The Ceied, Cates, Heda ooem da Mecgoy designated ag Meparsnan ed 


ae a ont Rha dope tate 
Rae ca AL ARE 


icy Luatusees vide Gtame Gubtedsiag Doe tive Vaerkuwe alls 
4. Uhe opidodng Shaty Garteihaae wad beware. cas Ota on heel 
ae of SL iagember 2654. to coe Undead, auntie He ote mci cor oy Lo oeindhiy 


heado GU) womeur dn Wai ahve tar bho. 


25X1A 


Approved For Release 2001/09/03 : CIA- RDP81-00728R000100130010-9 : LL4 - 7s 


KSHPRICTED 
Basority Laformation 


| 25X1A 
CHNATAL UOERLLTOSNOY AGMNGY KNGULALTGN 
he, bs ew tage bape 


a. Breogarenens 


sass snaectowiniveseranioaiesineanaed ub, Ht 


(2) Wpertmentar - 4 
Hepartmonted voudhered will will bo prooeesed hicuih ad Comix. Paid 
Room, The Mell Aome wll. procure postage phe throuea tihng facilities | 
OF the Procurement Office . 

(2) Fiokd 


Calets of Field Offices will grocure postage taupe sommily by purchase 
therwaysds had E gash progadures. . 


BR. Quntrode 
Sieny Custodians aul/ox Chics of Field Offieea wild be reuponsdivis Tor nail. 
tedwing adequate aufesuenis ao that poeta ateupe wilh be aged tox altedas 
Busimegs omly. 

C. Meporte ank hodords 


Many Cupboiieua willl be seegonmbble Tor maintadmdin. segerda acut reports aa 
praaerioagd by the CompnmoiLer, | 


x && (nert] Souitur in the proposed reviglen oy = ie aires fae. im 25X1A 


bath et 
Taf Culshaw Acedl 


+. ke FCO oO 
. ‘ | 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 La - ae 
hePRLCTED 

Gear ty dando saart os 25X1A 
SHNTKAL TWPRALEGSNO AGSACY iMURUAE TUR eS — 

4, Pom tage Si tamge . 

Oy 2OoreENe nS 
(2) De pactmontad e 


Lapa titel vauehered ail wilh kn progeaued throug bie Central Bald 
Room. The Med) Aaa will proguré postage wtamge thrvage the feollities 
wf thé Tropes Git hee . 

{2} awk 


Reiets of Field Uffieds Will proture poptaye stuuage hoemlly by purehase 
Chiou petty aah poovedureas. 


BRB. Quatanode 
itwey Custodicns ab/or Gatests of Field Gffieca wilk be resgoneioie Tor med. 
tadidog Midquate aefewerds ao tiskt postage eteupme WALL be weed fax affiedal 
vasiuwgs only. 

c. Beporie ang hodords 


Siiap Cumoiheia wilt bo suapontboie Tor malobatning tomordy aud reporte aa 
praceriodd by the Comgiani Ler, 


todo (met) comeur in the proposed reviglen off CLA Hagahatdom ie. = 25X1A 
Ahduts Net 

Tau Curl odin read 

Che cc Cosa Vardi, 


-) : 


" Approved For Release 2001/09/03 : GIA-RDP81-00728R000100130010-9 | 
Approved For Release rahe Baie | 
Security Information 
CENTHAL INYULLIGENCE AGENCY 
Washinton ob. C. 


NOTICY 
NO. 


SUBJECT: Depertmental Stamp Custodian 


} 

| 

Ll. atfective 1 January 1952, departmental mali requiriu,, pustace 

| Will ve processed or accounsed for through the Centra, Mall Koon, . 
2. The Chief, Central Mail. roam le hereby désiimead as Departmen tad 

Stamp Custadian vice Stamp Custodians far the vericus offlees of the Asency. 

3 The retirin: Steuny Custedlaag wil transfer the atawys on sand 

as of 31 December iG1L. to the Chief, Genbrod, iad, DOOR Oli a wool dL. dairy 


Looe. 


I do (ss). cones in the ateve votle. 


25X1A 


t 


| Approved For Release 2001/09/08 = CIA-ROP8'-00728R000100130010.9 


oR Re er raat on Ee EOE SRR, HTT ERE RAG TCT 


Verein ee 
arise carers une 


CENT INCELLTGUICS AGENCY MUGULANTOA 


“Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 | 
KREDTRICURD 


Security Luformation 
25X1A 


Nip 


Let ‘a 
(aati been samensataieda nent Derren eee See ArONLHORNE EE 1 SHEMET PREY NOLAND RARER ARERR HIN Nhe mre RgrNenli epA RY Prep elie aet 


4, Protage Stems 


the 


Bb. 


‘a 
Mes 


Pag were ih 

(1) Departmental 
Depa twental vouthered mati widd be Processed throu the Geobral bai 
Koom. Tha Musi Room will groeare poHtee wbaups tuna. ‘the faellities 
of the Procurement Uffiee, 

(2) Field 


whlets of Pleld Offlees wilh PFOCUTE PUHlasG Stamps Locally by purchase 
thro. petiy cash procedures. 


Cortrede 

Hing Custodians aud/or Chiefs of Pleid Offices Will be respunolole for madin- 
tiinin: wlequate sateuards go that Pustawe Bias WLLL ve used fax of fieiaL 
Wagimeds orby. . 

Keygoriad ad hecords 


Siig Costodians WLLL Ge raaponsinie Tor Minbadindn. records mid repsrte as 
brées¢vioed by the Compsraller, 


: r one ee ee an 5X1A 
I de (pet Conehr En the proposed revision of Cli, de caletion Re. el 2 


a Se ee Rs Pe 


OO Wetter 


29X1A 


Approved For Release 2001/09/03 CORRE Gd 00728R00010013004 0-9, 
e Security Information — 
CENTNAL THYELLIGERCH AGENCY 
Washinton Db. Cc. 


| : NOTICH 
NO. 


SUBUECT: Dapartmmbtal Stamp Custodian - 

4, iffective i January ise, departmental mali pequirin: pis baie 
Will ne processed ax egeaurbedd fox through the Central Mias.2. Koon. 

2, The Caiet, Gentral Mall suow ta bereby dendqnated 6B epartuental 
Stang Custodien viee Stanp Onstodians Tur the varlous offices of the Agency, 

3. Whe re tien Stay Custodians will, transfer the stamps an het 


ae of 31 December LUGL. to the Chiet, Central Mahl socom on ar about L Jeinitury | 


1952. 
X dc Ge) concury de the aiove notiee. 


25X1A 


EWA /oPe 


OPC concurs subject to the following conditions: That the OPC Mail room 

receive from the Central Mail Room Stamp Custodian:..a quantity of stamps 

as needed, from time to time, to carry on the daily OPC mail activities. 
- Accounting for these stamps will be worked out with the Central Mail Roome 


BEC 2g 185y 


G 
Fe 
i 
i 
i 
i 
i 
t 
i, 
i 
f 
i 
a 
i 


: Sp yched yd dS bmn SOT att eaten eens alana won ne ng teeny nn taAC LAS OL Sam A DIRE cpetaclecMnae cee see we emirate! whyame nesta Pat SANE: ee ' 4 
¥ ite ‘ ee ie : ' : renter Pen RETR aN ie EN ahah te eH GING LAA CAC nada wed vege VEG a AA bea gs gg guste lone 
i 
i : 
a 
a 
; 


Approved For Helease 2001/09/03 : CIA-RDP81-00728R000100130010-9 Se ee Ome ee 
RESTRICTED a. | 
Beourity Informetion Seva 


| : - 

| | CENTRAL INPELLIGENCE AGENCY KEGULATTON _ | HUMBER 
i : ae i. 4 7 

| 


| | by Postage Stanpe 
A, Procurement 


(L) Departmental 
«Departmental vouehered mais, Will be processed taroaue the Cantral Mail 
Boom. The Mall Room will procure postage stemapa texough the facilities 


of the Procuremont OffLee. 


(2) FLend 
| Chiers of Field Offices will procure postage ie leeally by purchase. 
throwish patty dash provedures. 


8. Conbrols 
Stenp Cuntadians and/or Caieie of Pield Offices will be reapensivle for main- 
taining adequate sufeguarda Bo that postage stampa WIA) ne aged for offielal 


business only. 


’ Reports and Keeords 
< Stamp Custodians wii be responsible. for maintaining recorns and repoTte ag 
: preseribed by the ve al aaa 


| _ | | | oar 
Ido Gig) concur in the proposed revision of Cla Rezulation Ho. ia 25X1A 


\ 


29X1A 


Seis wer, “ 
SOMA TT Se a 


2DP81-00728R000100130010-9 


~ * &* "Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9_ 
! a SECRET 25X1A 


| CENTRAL INTRILIGENCE AGENCY REGULAT ION —— | NUMBER am 
| . "ios ce? e¢ April 
| Ty CLAIMS FOR LOSS OF PERSONAL PROPERTY 
| A. Claims Board, | 
(1) Persons serving CIA outside the continental limits of the United States may 


submit claims for personal property damaged, lost, destroyed, captwred or 

abandoned due to emergencies or other special circumstances directly related 
to service with CIA, but not due to normal travel occurrences or local con=— 
ditions. Claims will be considered by the CIA Property Survey Board. (See 
paragraph E.(2), Regulation ay oBX1A 


B. Authority. 


| 
| 


(1) The Claims Board shall consider all personal property claims and shall de~ 
_ termine whether a claim is covert or overt. 


(2) Approved claims involving a. security factor will be paid from confidential 
funds. (See paragraph 10,3 CFR) 


(3) Approved claims not involving a security factor must be submitted to Con- 
gress through the Office of the General Counsel on an individual basis, 


C. Persons Who May Submit Claims, 


(L) Only those persons in the following categories of personnel may submit 
claims under this regulation: 


(a) Staff employees, 

(b) Staff agents, 

: | (c) Career agents, 

) (d) Agents, insofar as their contracts permit. | 

: (e) Detailed or assigned personnel, 
(f) Consultants, 

D _Reasonableness of Claim. 

(1) Claims are payable under the provisions of this regulation only to the ex= 

tent that possession of the property, both as to type and quantity, shall 


be considered by the Claims Board as reasonable, useful, necessary or 
proper under the attendant circwnstances, . 
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(a) In making this determination, the Claims Board may take into consider- 
ation an individual's recreational desires, the nature of his duties 
with the Agency, and any other factors which may be of assistance, 


(b) In determining whether possession of property was reasonable, useful, 
necessary or proper, the Claims Board shall not conclude, simply be-= 
cause a claimant was permanently assigned to an overseas station, that 
he may be reimbursed for loss of all his property. The Claims Board 
shall follow the general principle that an employee may possess any 
type or amount of property he may desire; but, in order to be reim= 
bursed for loss, possession of the property must be reasonable, useful, 
necessary or proper. _ 


E. Procedure. 


head who will forward all necessary information and his recommendation to 
the Claims Board. 


| ae (1) Claims will be submitted through normal channels to the appropriate Office 
| F. Contents of Claim, : 
(1) Each claim submitted to the Claims Board shall include: 
(a) Name and CIA mit of claimant. 


The date, place, facts and circumstances surrounding the damage to or 
loss, destruction, capture or abandonment of the personal property. 


o~ 
ion 
w 


(c) <A statement that the damage, loss, destruction, capture or abandonment 
was not caused in whole or in part by any negligence or wrongful act 
on the part of the claimant, or his agent or employee. 


(d) A statement that none of the property has been recovered by the clain- 
ant, and that if any of the property for which claim is made is later 
recovered, claimant agrees to give immediate written notice to the 
Claims Board, and also to refund any payment made by CIA for such prop- 
erty. . : 


A (e) A statement that the damage, loss,destruction, capture or abandonment 
bes 9 was or was not covered by insurance, If covered by insurance, and 

the insurance company has refused to reimburse the claimant, satisface 
tory evidence of such refusal must accompany the claim, 


23 
SENTRY PES ep 


(f) If a carrier is involved in the damage, loss, destruction, capture or 
abandonment, the claim mst include a statement that a claim has been 
asserted against the carrier, with the result thereof, or sufficient 
reason why such a demand was not made,e All correspondence pertaining | 
thereto should be attached. ahh 
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(g) An itemized list of Jer including the following information for 
each article: 


(1) Quantity. 
(2). Name or description of article, 
(3) Month and year of purchase or other acquisition, 


(4) Condition when lost or damaged, (New, excellent, good, fair, 
poor, ) : 


(5) Purchase price or value at time of acquisition. 


: (6) Amount claimed (value when lost, or cost of repairs.) 


; (h) A statement indicating that claimant knows of the penalty for fraudu- 
a lent claims, which is a fine of not more than. $10,000 or eee 
for not more than ten years, or both (18 USCA 1003). 
(i) Signature of claimant. 


G. Additional Evidence, 


: (1) The Claims Board may, in its discretion, require the production of any’ . 
type or quantity of evidence (including oral testimony) deemed necessary to 
| process any claim, 

| 

: H. Action by Claims Board. | 
i 


(1) Determine whether possession of the property was reasonable, useful, ne= 
cessary or ‘proper under the attendant SL POUs Van Ge es 


(2) Make all other determinations required by this regulation. 


(3), Adopt any depreciation schedule it may deem advisable, and with the eset 
ance of the Comptroller apply said schedule to each claim. 


(4) Forward each claim to the Deputy Director (Administration), with a recom= 
mendation. . 


I. Action by Deputy Director (Administration). 


Se ll 
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(1) Forward all approved overt claims to the Office of the General Counsel | 


with a recommendation for enactment of private legislation for the clain- 
ante 
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CENTRAL INTELLIGENCE AGENCY REGULATION 


(2) (a) Approve or disapprove covert claims not in excess of $5,000 and for= 
ward approved claims to the Comptroller for payment. 


(b) Recommend action to the Director on claims in excess of $5000. 
Je Delegation of Authority. | 


(1) The authority to take action specified in paragraphs I. (1) and (2) (a) 
above is hereby delegated to the Assistant Deputy Directors, Administra- 
tion (General and Special). 


K,. Claims Not Payable. 


| 
(2) Claims otherwise within the scope of this regulation are not payable when 
the damage, loss, destruction, capture or abandonment involves any of the 
| following classes of property or when losses occur under any of the follow= 
| ing circumstances: . 
| . 

; (a) Money or currency in excess of an amomt deemed appropriate for im= 

_ mediate personal needs. 


_. (b) Intangible property, Choseseineaction, or evidence thereof, such as 
| bank books, checks, promissory notes, stock certificates, bonds, 
- bills of lading, warehouse receipts, baggage, checks, insurance poli~ 
cies, money orders and travelers! checks. 


(c) Precious articles, Claims for precious jewels and other precious are 
ticles of extraordinary value, 


(d) Unserviceable property. Worn out or userviceable property. 

(e) Souvenirs, etc. Souvenirs, war trophies » ornamental jewelry, luxu- 
ries, articles acquired to be sold or disposed of as gifts, and are 
‘ticles of only sentimental value. 

. ; (f) Government property. Property owned or furnished by the Government. 

a (g) Business property. Property normally used for business or profite 

(h) Losses recoverable from insurer. 

| (i) Losses recoverable from carrier. 

(3) Negligence of claimant. Where the damage, loss, destruction, capture 
or abandonment was caused in whole or in part by any negligence or | 


wrongful act on the part of the claimant, or of his agent or sa aa a 
| acting within the scope of his fo a ae 
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(k) Violation of directives. No allowance will be made for any item where 
the evidence indicates that the acquisition, possession, or transpor— 


tation thereof was in violation of Agency directives. 


(1) Losses concurrent with or after death. Property damaged, lost, des~ 
troyed, captured or abandoned concurrent with or subsequent to death, 


Expensive Articles, 


(1) Allowance for expensive articles, or for items purchased at unreasonably » 
high prices, will be based upon fair and reasonable prices for substitute 
articles appropriate for the claimant under the particular circumstances 


of his employment, 


Articles Acquired by Barter. 


(1) Allowance for articles acquired by barter will not exceed the cost of the 


articles tendered in barter, 


Replacement in Kind. 


(1) The Claims Board may, in its discretion, arrange for the replacement in 
kind of any or all articles damaged, lost, destroyed, captured or abandoned. 
Such replacement shall be in lieu of a cash payment for the said article 


‘or articles, : 


Time for Filing Claim. 


(1) No claim may be paid under the provisions of this regulation mless pre= 


sented to the Claims Board in writing within one year after the occur- 
rence of the incident out of which the claim arises. (This requirement 
may be waived by the Board upon demonstration of a sufficient reason for 


delay. ) 
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MEMORANDUM FOR: Advisor for Management 


SUBJECT : Claims Regulation 


1. The attached regulation, concerning claims for 
loss of personal property, has been drafted by this office 


BP 25X1A 
7 at the request of Mr. aa It is forwarded to 
E you for comment and consultation. | 


LAWRENCE R. HOUSTON 
General Counsel 
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